DOCOHEHT  BlSDMl 


ID  199  «66 


C£  02S  244 


INSTIIOriON 

SPONS  AGINCX 

POi  DATE 
NOIi 

AVIIIIBLE  FEOH 


IDBS  faici 

DlSCfilPTOBS 


ICINTIfllBS 


Anderson^  Nancyi  And  Others 

Curriculuffi  6  Instructioni  Curricuium  OutcomeSp 
Learning  Plan  Negotiation^  Career  Explorations^ 
Projects,  Learning  &  Skill  Building  Levels, 
Competencies p  student  Journals,  Employer  Safflinars, 
Learning  lesources.  Handbook  for  Experience- Based 
Career  Education- 
Northwest  Begional  Ediicational  Lab.  ,  Portland, 
Oreg* 

National  Inst*  of  Education  (DHEWJ  ,  Washington^ 
D.  C. 

6?2p, I  Some  pages  in  the  appendixes  will  not 
reproduce  well  due  to  small  print.   For  related 
docuaents  see  CE  028  242-2^6* 

Education  and  Work  Prograa,  Northwes't  Begionaix 
Iducational  Laboratory,  710  S^W^  Second  Ava^, 
Portland,  OB  9720U   (set  of  five  voluffiss,  $125.00)* 

i 

Mf04/PC2B  Plus  Postage. 

Basic  Skills-  Carejr  Developmenti  ^Career  Educationi 
♦Career  Exploration?  Community  Resourcesi  *Currlculum 
Design;  Delivery  Systems:  Educational  fiesgurcesi 
Employer  Attitudes  i  *Exf  H^^^L^^ntial  Learning; 
♦  Individualized  Instr uctioii:  Individualized  PrDgramei 
Instructioni  Objectiveei  Program  Guldesi  School 
Business  Eelationshipi  School  Community  Belationshipi 
Secondary  Education;  Seminarsi   S.kill  OevelDpmenti 
♦Student  Iducational  objectives^  Student  Projects 
♦Experience  Based  Career  Education;  Life  Skills 


IBSTBACT 

This  is  one  of  a  /let  of  five  handbooks  compiled  by 
the  Northwest  Begional  iducational  Laboratory  which  describes  the 
processes  for  planning  and  operating  a  total  Experience^Based  Career 
Education  fEBCEt   program.  Processes  and  material  are  those  aeveloped 

the  original  BBCE  model'-Community  Experiences  in  Career  Education 
or   (CE}2.  The  area  of  operations  to  which  this  handbook  is  devoted  is 
curriculum  and  instruction.  Thare  are  nine  sections*  curriculum 
Outcomes  concerns  general  outcome  goals  and  specific  objectives  for 
prescribing  student  performance*  Learning  Plan  Negotiation  focuses  on 
prescribing  Individualized  learning  plans  tailored  to  student  needs, 
interests,  abilities,  and  learning  style.  The  next  six  sections 
describe  planning  and  implefflentation  procedures  for  these  activities: 
career  explorations,  projects   (individualized  learning  contractsl  , 
learning  and  skill-building  levels  (more  extensive  student 
involvement  in  projects  and  skill  development  activities  at 
workplaces) ,  competencies,  student  journals,  and  employer  seminars. 
The  final  sectiton  describes  EBCB's  approach  to  using  community 
learning  r,#sources*  Each  section  has  three  basic  parts;   (1)  reviaw, 
including  definition  of  the  EflCE  element  discussed,  purposes  and 
underlying  assumptions  of  that  element,  and  people  involved  in 
delivering  it;   (2)  steps  to  follow;  and.  (3)   narrative  section 
explaining  process  behind  each  step,  Ixtensive  appendixes  contain 
supplementary  materials;  an  index  to  all  the  handbooks  is  als^o  provided.  (YLB) 
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AN  INTRODUCTION  TO  EBCE 


SxperimnM-lasad  Carsar  Sduration  Caa)  is  a  fTOda^tally  diffaran 
tvpa  of  edmoatira  for  lecendMy  a-cmdma*     'v^liile  sti^^M  in  ' 
traditional  programs  ai^tand  full-day  el^sas  ae  ths  high  school, 
mem  atiideiita  spasd  a  major  por^ra  of  thei-  tina  m  leamiJig  " 
projsotj  in  ths  ceraunicy.    Aoti^ities  ia  ffiCT  ara  tailored  ts 
individual  umm^ ,  abiHtiaj,  laaraing  styias  and  goaJ^.  and  s^men^^ 
are  gmdad  in  thair  ladling  through  ongoing  ralationshipa  with  a 
vmrtm^  of  working  adults  in  the  raosmi^, 

arough  real  warld  intsraotions  wite  adults,  mm  students  laam 
about  oaraars,  about  lifa,  aboirt  other  paOTla,  about  themselves. 
In  addition,  students  learo  the  basid  skills  of  critical  thinking, 
Hwienoe,  parsOTal  and  social  ^TOlopmant,  fmo-rional  eitiz^iship^ 
and  oraative  daTOlopMnt.    ThmY  gain  coTOetanoe  in  tiie  sMlls  adults 
need  to  fmotion  effa^vely  in  a  technologioal  soriety,    Thmy  learn 
to  be  responsible  by  helping  design  their  wn  learning' ami vi-ies 
and  by  following  a  set  of  aGMyntthiUty  standitds  liat  parallel 
the  standards  working  adults  are  a^ec^d  mo  maintain  on  the  job, 

Perh^s  soat  ijaportantly ,  students  in  SICT  leam  how  to  learn  i  hsw 
to  plan  lea;ming  aoti^tias ,  how  to  find  and  use  resourees  in  the 
COTsnmiqr  'and  how  to  build  on  ascperiance.    Laamijig  baoomes  for  them 
a  UfelOTg  proeass  wi^  ite  am  rewards  Erectly  related  to  aach 
in^-^/idual^s  per^c     '  choi.       and  goals. 


THE  (CElg  PROGaW 

Since  the  fall  of  1972 ,  a  model  ISCS^  progrMi  has  bean  operating  In 
Tigard,  Oregon,  under  the  spmsgrihip  and  technical  assistance  of 
the  Horthwest  P^gicnal  Sduom^onal  ^abora^tory  (mmwr.)  with 
funding  fcom  thu  NatJ-onal  Institute  of  Sducation  (NIE)  ,    The  Tigard 
version  of  CTCS— callad  Comj^ty  S^eaen^s  for  Ca«er  Sducation 
or     Dj^is  a  full-time  educatiOTal  alternative  for  youth  in  their 
jui^ior  md  senior  high  actiool  yaars,    thm  progrm  serves  about  IQ 
peroaat  of  the  eligible  student  body  at  TigM^d  Sigh  Sohool, 

ae  majority  of  student  learning  takes  place  at  aitas  in  the  southwest 
PortlMd  matropoJJ.tM  area-    ^fe^  stiMents  are  not  pursuiiig  learning 
ac-tivities  in  the  ooamuni^i  their  ho™  base  is  tAe  CCS)  2  lemming '^""^ 
center.    Staff  at  the  learning  center  are  not  taachers  m  the 
tra^tional  sense,  but  facilitators  of  student  learning,  helping 
students  iasign  and  foUaw  tiieir  own  learning  plans  within  a 
Qraacribed  iuL^ricui™  and  program  cosplatiOT  requirement  •  Voiisitsers 
at  cotmnunity  sitM  serve  major  airport  roles  in  student  laMninf. 
FqUq^^s  for  (CE)2  are  determined  by  a  board  of  direotors  os^oied 
of  students,  pMents,  ei^loyers,  labor  leaders  and  ichool  distrlot 
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reprasantatives .    when  students  laava  (C2)^  ^hey  recaiva  a  uni^e 
portfolio  displaying  thair  eOTammity  ^cperisnces  and  accomplishaentSj 
and  upon  coople^on  of  progran  requi^^M^s  they  receive  a  standard 
diploma  from  Tigard  Sigh  School. 
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THE  EBCE  HANDBOOKS 


Based  on  (Ce)^'s  e^eriencea .  wm^  has  compiled  a  zivm-^vQlimm  s«  of 
handbeoke  whieh  detaU  how  to  sat  up  and  operate  an  mCE  orogriin.  These 
hMdbeoks  rsprasent  three  years  of  development,  revision  and  refinement 
of  the  origiiml  IBS  model,    hm  with  any  ongoing  oroOTam,  Drscessea 
and  materials  are  continually  be^g  revised,  both  at  fcS)  ^  and  in 
various  school  districts  now  iMlOTenting  all  or  parts  of^the  program. 

Each  of  the  handbooks  is  devoted  to  a  particular  area  of  operations i 
Management  i  Organization,  Currioulum  s  Instruction.  ^ployer/Cofrffltunity 
Resources,  Student:  Services  and  Program  Valuation.    A  pro-am  brochure 
oomplements  the  hMdbooks  and  prov^ides  an  intr^uction  to  EBCE.  The 
brochure  contains  general  information  ^ou^  the  mc^    ^r-— ulum,  key 
program^  elements  and  evaluation  findings.     Con'  _   zhm  individual 

han^jooks  are  siMBarized  below. 


MANAGEMENT    &    ORGANI WTION 


M^agement  ^  Organisation  treats  overall  operational  oonsiderations 
tor  an  prog^^am:    how  such  a  program  is  organised,  governed, 

staffed  and  made  vis  me  to  the  public  and  how  ev^yday  orogram 
.business  is  managed.     The  hMd^ok  is  divided  into  four  Sections  i 

"Program  plying  S  GovernMce*'  ou^ine^  toe  steos  for  setting 
up  and  operating  an  mCE  program,  including  comunity 
involvement  in  program  planning,  iuggestions  for  si^veytng 
potential  support,  meeting  legal  and  educational  requiremenrs , 
securing  proOTam  approval  and  providing  an  adeTOate  'base  for 


"Personnel"  describes  the  general  staff  functioM  that  are 
needed  to  opiate  an  mm  program,     it  also  suggests  procedures 
mid  considerations  for  re«iu.ting  and  selecting  staff, 
determning  sallies  and  benefits,  establishing  workijig 
conditiens,  Qrisnting  staff  Md  providing  staff  development, 

"Business  Managament"  discusses  such  operational  details  as  - 
budgets,  financial  reports,  office  procedures,  insiiranoe, 
health  and  safety  provisions,   facilities  and  transportation, 
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ZQ  th#  Mramni^  and  oa^tipUg  t^.e  angeing  information  needs  of 
^rarioua  audiMCM,  bate  iatarnal  Md  axeviml,  including  board 
mmt^m,  staff/  swdsntSf  parsntt,  busiiieas  anc  labor ,  thm 
mdueational  co™tmimy  and  tern  comimi^-^at-iM^ga. 


CURRICULUM  S  INSTRUCTION 


CmfrieiilTO  s  Insteuo-iion  eovmri  the  content  Md  procassas  of  student 
learning  in  and  ^ha  resoureas'a  conrauni-cy-baaad  program  sakas 

availabla  to  atudanM,     dare  ara  n.ina  laction^  to  this  h«idto©k: 

''CurriculiHi  OutcOTas"  providas  basic  dafinitions  of  key 
ct^riculym  elments  And  desCTibas  what  stiiden*;s  leara  whila  in 
tha  progrMi  tlia  section  includcr:  general  outcoma  goals  and 
specific  objecia.ves  %o  help  staff  prescribe  £0^  studant 
pwfoCTanca  in  thrsa  broad  areas:     Lifa  Skills,  Basic  Skills 
and  Carear  Development*  j 

! 

"Learning  Plan  Negotiation"  fociasas  on  tecnniques  £03f 
individualiiing  BZudBnt  ^Qol  settijif  and  presoriiing  learning 
plans  tailored  to  each  ssudant's  needs ?  interests,  a^ilitias 
and  laarninQ'  S'^le*    ttWics  in  this  laction  include  piforjam 
r^airOTMta,  acconnttiility  standards,  assassnent,  iar^raing 
site  Analysis  and  negotiation  of  learning  activities, 

"CareM  E^cplorations"  describes  planning  and  ispl mentation  ' 
itaps  for  sttidan^'  first  ajcperiancas  at  workplaces  in  thm 
local  cofflSuni^^M  . 

"•Pifojects"  describas  olannijif  and  mplamantamion  steps  fer 
developing  individualigad  learning  contracts  with  each  student 
that  combine  activities  in  Life  skills,  Basic  Skills  and 
Career  Development* 

'•Learning  a  Skill  iuilding  Levels"  describas  planning  and 
ij^leaentation  steps  for  more  extensive  student  iJivolvOTent  in 
projects  and  skill  davelo^ent  activities  at  workplaces  in  thm 
conmmity*       .  * 

"C^^etencies"  describes  "plahnihg  and  Impitoantation  procedures 
for  iiwwing  ttat  studentn  acquire  the  essmtiiLl  survival 
skills  needed  to  f amotion  in  today's  society* 

"Student  Joimials"  describes  plaiming  and  ijaplamantation 

procedures  for  encottraging  studMt  use  of  journals  as  a  aeatis 

of  reflecting  on  personal  aKperimces  and  building"  trust 
relatioMhipi  with  staff* 


io 


'•^plQv^  Stiminars"  dmscrihms  planning  and  i^iplemen'cation  Swsps 
for  utilising  esmuminy  rspresantacives  in  iarga  grsup  si:udent 
saminM's  on  ^par^n^  career  davalop©gn'£  Mpies  issues. 

^Laarning  Rgsai^eas"  describes  aC2's  app-omeh  to  using  the 
OOTysiTOity  as  a  ^asw  rssourca  for  student  laarning  and  dataiis 
prscedises  fsy  finding,  ae^assine  and  ?^ing  la«ning  resQurcas. 


EMPLOYER/COMMUNITY  RESOURCES 


aplayer/Cogttiunity  Resoureas  traata^  the  establishaent ,  maintenanca 
and  use  of  -ha  nacwork  of  employar  and  csmmunity  sites  at  whieh 
most  studani:  laaming  aetivitias  take  place.     This  hand^ok 
Mnsisws  of  ^^ae  sactiansi 

1 

"Site  Rec^uitoant"  daMils  procedurts  fsr  ij.volving  ampioyers 
and  othK  Qornmnxzy  site  personnel  in  program.  Topios 

ijiolude  the  role  and  functions  of  thm  a^loyar  instructor, 
astimating  the  n«ass4ry  number  and  t^es  of  sites,  incentives 
for  partiGipating  in  mCE,  identifying  and  canwoti^ng  potential 
learning  sites  wd  adding  sites  to  the  nefr-^rk. 

"atplayer  Instructor  Development"  describes  how  participating 
site  p^-soimei  are  praparad  for^SlCS  responsibilities.  Thm 
section  foousas  on  planning  and  oonduoting  development  sessions 
to  give  site  parsoimel  the  information  and  training  they  need 
to  work  affectively  with  students, 

"Site  Utilisation"  deals  with  the  use  of  asployer  and  comunity 
voluntaers  and  sites  to  deliver  student  learning.  Included 
are  procedures  for  assessing  the  educational  potential  of 
individual  si"as  (learning  sit§  analysis > ,  supporting  mployer 
instructors  as  they  work  with  students  (site  maintenanca)  and 
axehaagi^g  information  ^Mng  staff  and  between  staff  and  site 
personnal,  as  well  as  staff  responsibilities  for  working  with 
site  personnal. 


STUDINT  SERVICES 


student  Services  covers  considerations  and  ptocadures  for  a^itting 
students  to  the  program,  keeping  records  of  student  work, 
cradentialijig  students  when  they  leav^  the  program  and  supporting 
individual  student  ^owch*    The  har^dbook  is  divided  into  three 
sections s 
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"Program  Sn^ry/Sxi^"  details  al-a^nmtives  for  ai^sliing  stniden^s 
Ln  thm  aCS  pTOgram  «d  prsparir.g  tham"  for  a  new  ty^e  af 
edwatisn,    Topiss  discussed  in  mhis  seci:i©n  include  criteria 
and  tiMlisas  for  ittidea^ /i-ecOTia^nt^auid  saiec^on,  reeruicaan^ 
prasan«mi©ns,  lalertion  procaduras »  Qrientamion  sassians, 
transfer  mno  and  cut -af .  tha  program  a^d  prcgram  c.'MplatiQn. 

"Studmnt  Racerds"  eoTOrs  procadi^as  and  considaratians  for 
Mliarting,  rseording,  mtarpraming  and  reporting  inforaa^ion 
on  i^iManm  prograsa  through  thm  mm  program.     Saapla  forms  are 
displayad.  inoluding  a  studant  OTsdantial  Wat  provides  a 
p^rmanant  record  of  stiMant  parformanea  eonsiitint  with  thm 
individuali^ad  n^zme  of  mCE.     Thm  section  also  inciiMes  a 
discussion  of  tha  confidentiality  of  stitident  ra^rds* 

"Guidanoe"  ooncarns  ^osa  services,  processes  and  interactions 
that  halp  students  unders^d  and  banefit  from  ^eir  Ijidividual 
e^eriencas*     ThiB  section  includes  discussion  of  pro^Lm  year 
action  lonai*  the  student  account^ility  systam,  zonm  progrtss 
meetings,  zon^  dehriafings  and  referral  to  outside  agancias. 


EVALUATION 


The  FrogrM  Svaluation  handbook  contains  two  sections  i 

to  "Ovarviaw*'  sats  ^e  background  for  understanding  EICE 
evaluation  ai^  how  it  relates  to  o^har  alraents  of  tha  orogrm. 
A  glossary  of  key  evaluation  and  EBCE  terms  uiad  in  thii  handbook 
is  provided, 

"Steps  to  Follow"  organises  the  evaluation  process  into  an  easy- 
to-follow  sequenca  of  steps.    Thm  checklist  which  begins  this 
section  provides  a  useful  guidalina  for  the  busy  evaluator, 
ad^istrator  or  program  staff  mMber,     lach  step  in  the  checklist 
im  keyed  to  a  portion  of  tha  following  narrative  *  which  supplies 
details  and  discussion  for  each  point* 

Student  Sarvices  and  Progrm  Valuation  also  include  sections  of 
appropriata  raproduciile  materials  which  school  districts  may  duplicate 
and  usa  in  ^air  o%m  ^ogr^s. 
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^  .  HOW    TO    USE  ^  THE    HANDBOOKS  ' 

The^EBCT  handbooks^  are  derigned  for  easy  aecess  to  "how- to-do- it'* 
infonnation*    Eaeh  han^ook  saction  has  three  basic  p^rtsi 

1,  Thm  P^VIEW  (colored  page  at  the  beginning  of  each 
section)  includes  a  definition  of  the  elenmnt  of  SBCl 

^  discussed  in"  the  section^  thB  purposes  and  underlying 

!  assian^tions  of  that  program  element  and  the  people 

.  involved  in  Slivering  that  portion  of  EBCTI,  The 
Preview  may  also  include  a  statement  of  the 
relaLtionship  between  that  program  element  and  other 
aspects  of  EBCT* 

2,  sraPS  TO^TOCiow'-is  a  colored  page  suggesting  a  step- 
by-step  sequence  for  plmning  Md  implementing  the  ' 
program  element* 

3,  A  N^MIATIVE  SECTION  (on  white  paper)  es^lains  t;he 
process  behind  each  step.     This  section  usually 
contains  background  infoniation  based  on  (CE)2's 
'i^eriences  and  ray  .suggest  alternativa  courses  o£ 
action.     CTOSS-^OT^MNCTS  guide  the  reader  to  related 
material  located  elsewhere  in  the  handbooks. 

Each  handbook  also  has  APPENDICES  of  matejrials  to  supplement  the 
information  in  the  himdbook , .  and  an  INDEX  for  all  the  handbooks 
to  help  users  locate  information. 
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CURRICULUM  S  INSTRUCTION 


TIMELtN£J=OR  EBCE  PLANNING 


=^  Actlvi  tlii 

I.  Aicend  awarsness  preaentaiigns 

3.  i@l@€t  snd  oritnt  planing  g^syp 

4.  Attend  training  iesslsn 

5.  COnduot  survey  ot  epsraynity  intsfsst 
Prepare  first  d^ift  budget  and  ittffinf  pLm 

1*  Ssfin  prasentatlsns  to  key  frpu^ 

a.  ia^rg  initial  employer  qgsraitMitS  ^ 

9.  ^gignats  suppart  systes  neads 

10*  Prepare  qurrieuium  design 

11.  Design  stu^nt  reeruitsient  prseedurai 

12^  Frepafi  evaluatiQn  ^iign 

13  i  Frepafe  p^^rall  i^iagesnt  plan 

14.  Freparf  final  budget  ud  itaffinq  plan 

15.  Secure  planning  gro^  approval  Of  total  plan 
Ig.  iesure  a^aol  baard  approval 

17^  iequre  itata  agen^  a^roval 

18>  Establish  formal  adviior^j^  group 

IS.  ialect  Staff 

^0.  ielest  Students 

21^  ialect  faoility 

22^  Orient  new  staff 

13^  iegin  aignup  for  speqiflo  esplayer  sites 

24^  Oeoupy  iS^  facility 

iS>  Attend  training  session 

16  4  finaliie  s\tfrig^l\n  deli-y^ry  syiteB 

21.  iitablieh  student  serviges  system 

ii.  finalise  manageasent  iyiteie 

23^  Obtain/print  si#plieSf  naterials,  foma 

30.  Sefin  program 


'mkm  planning  tisslj^ne  lists  key  aotivitlei  in 
preparing  to  operate  an  ll§^  progrui,  Detaila 
on  activities  dan  be  found  in  the  il^ 
han^ooks  de^loped  by  NWRgL,  as  riferenosd  on 
the  foll^ing  psge.     Information  i^out 
training  seisiohs  is  also  avail^le  from  H^M^. 


xiv 

I. 


Introduction 


'  TIMELINE  REFERENCES 

^  Each  EBCT  h^dbook  baeks  up  the  general  planning  timeline 
with  details  and  facilitating  steps ,  as  referenced  below i 

TTmhim  STEPS 

HANDBOOK  TI^^  S  SECTION 

3,  5,  15-18 

4Manaqen«nt  §  Orqani nation/ 
^'Pr^ram  Planning  &  ^Governance  ' 

6.  13,   14,  28 

M^agemant  &  Organization, 
"Program  Plajming  &  Governance  ,  " 
"Personnel,"  "Business  Management" 

2,1 

..  Mwagement  &  Organization, 
"Conanimity  Relatione " 

■  8,  23 

En^lOYer/Coinmunitv  Resources? 

"Site  Recruitment" 
* 

9,  21,  29 

Management  ^  Organization? 
"Eusiness  MMagement" 

^     10,  28 

Curriculum  ^  Inatruetion 

11,   20,  27 

Student  Services 

12 

Evaluation 

19.  22: 

MMLagement  s  Organization? 
"Persormel"                                  -  . 

7 
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CURRICULUM 
OUTCOMES 


CURRICULUM  OUTCOMES 


Hie  mCE  9^ffr;Leu^tai  offen  hi^  lehoal  itudenta  mn 
intefratedf  c©«prtiienaiire  nduoatian  that  facilitates  thei^ 
transitiaii  tnm  yov^  to  adulthoad  by 

1,  defining  bTOsd  gmalm  and  speoific  laaming 
QbjedtivM  in  tiie  life,  bMio  and  career  skilli 
neeessary  for  partteipating  susaessfully  in 
today's  society  and 

2.  tpeai^ii^  and  prs^^ng  for  tiie  plamy^ng  and 
monitortng  of  leunlnf  strategies  tiiat  deliver 

an  IndividualiMd  progrui  of  e^eriehtial  learning 
through  ^e  of  uployer  and  comimi^  sites , 


EBCE  PURPOSES 

=  ^  t' 

md-s  speoific  educational  purposes  are  set  fgrth  in  the  prograsi*s 
Qutcoiae  Goals  (pages  14*-1S)  *    Prc^  a  broker  point  of  vieV|  mci 
coabines  both  traditl anal  and  innovative  educational 'practiras  and 
concepu  to  ^ 

1/   proid.de  a  ooivrehensive  e^oational  program  that  can  escist 
^     alongside  traditimal  high  s^mI  currioulwis  and  serve  as  an 
alteraatlve  students  may  dioose'  to  Met  their  particular 
learning  goals 

2,    dewlop  in^viduallzed  learning  techniquef  that  taka  into 

accoimt  each  student's  mique  learaing  rate  Md  s^le  as  well 
as  indU^vidual  Interests  #  ^nee^  and  abilities 

3«    ej^ose  each  student  to  mny  o^ortmities  for  ejoyi^ning  and 
learning  more  about  career  alteraatlves  and  ^e  issues  and 
prsi^le^  related  ^  fin^^g  satls^ing  eoplo^aent 

4*    capitalize  on  tiie  possibilities  of  e^riential  "leiyming  by 
doing*  activities  as  a  way  of  instilling  heater  rele^raui^ 
and  personaliiatlon  into  tte  educatlcaial  process 

5,    actively  utillEe  cOTOtmity  people  and  resources  to  better 
respond  to  botii  jprogrm  and  individi^l  stud^t  needs  and 
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6,  ancourage  students  to  increase  both  their  career  and  lifestyle 
decision  aaking  skills  through  intensive  participation  in  the 
planning  of  th^'-^ir  individual  learning 

7,  foam  on  the  underlying  proeesses  and  skills  neeessary  for 
students  to  manage  and  direct  their  own  learning  toroughout 
toeir  lives 

8*  combine  learning  ea^erienoes  from  all  currioulim  areas  in  su^ 
a  way  as  to  help  students  bette^perceiye  the  interrelatednesi 
of  learning  and  its  comeetion  to  their  specif  id  interest  md 
goals 


THr^pOPLE  INVOLVED 

s 

EBCB  involves  the  entire  cosgmmity  in  its  design,  and  pperation, 
Adidts  from  the  Qmm%mL^,  parents,  students         prog*ram  staff  work 
toge^ar  in  ag-reeing  on  program  purposes  and  refining  the  techniques 
and  resources  f>,sic©ssary  to  isplei^nt  individualized  leaCTiinf 
^yita^e  ct>         atudents  and  coa^uiiity  served  by  the  program. 

KUTIONSHIP  OF  CURRICULIJM  ^  INSTRUCTION  TO  TOTAL  EBCE  DESISN 

Dir^iculum  §  Instruction  details  the  content  and  strategies  for 
'-hn  ESCS  cyCTiculiBfli  daliTOrY  system*     It  is  intended  to  be  used  in 
MnjVMCtLon^ith  thre^  othar  han^ooks  i 

^^^^lo;f^v/Om-nml^  ^sources  (ea^lains  the  networic  of 

im6.  <^a;^?y^ity  locations  for  stuident  learning  md 
a  ly^^v.im  02:  prnnod*^^^  fc^r  Interfacing  individual  student 
aotiv;^Mas  ifltr  ^noj^l tiites  and  people  in  the 
c^imwh  ^)  -     ,  . 

gtp^a^^^t .  B'i^Tc^cmB  '  (givas  several  systems  for  assisting 
s tudaht  le^irning  directly  on  an  indl^dual  basis 
including  mattoda  for  recruiting^  seleotihg  and 
orienti.ng  studanter  EBCT-'specific  guidanci  terfmiques 
and  prociadtafes  for  recording  Md  credentiallng  student 
perfonaanca) 

Hma^mant  a  Qrqmization  (presents  systems  for 
feusinass  aanagemefit,  Internal  and  eternal  relationships 
luid  policymaking) 


is 


Curriculim  Outcoms 


Steps  to  Follow  for  Curriculum  Design 


^    Agree  on  a  gl^gaa^  ef  baaia  dafinitiona  of 


Speei^  p3f©fraw^  OMtaowm  goalg  to  b©  achieved  hy 


Agree  ©n  the  pmoplm  who  will  b©  inVQlved  in 
owirieulw  md  instruction 

Eatabliah  methoda  and  Qbjsa^vma  for  delivei 
learaing  in  the  Life  Scilla  gtirrtOTi™  oo^onwt 

litabliah  methods  and  objectives  far  delivering 
Waning  in  the  tiaaic  &illa  curricultm  oon^qn^t 

lat^liah  methods  and  ©bjeatives  for  delivering 
leaxning  in  the  Career  Deve lament  otirriaul\m 
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cumimmuM  s  msTRucTioir 


THE   EBCE    LEARNING  PATH 


ArrER 


ASSES^INT 


Individual  Sbu^nt  Aisesssant 


THE 


NEGOTIATION 


c: 


itudsnt 


AND 


itaff 


J 


4^ 


DEVELOP 


PR-  ^IPTION 


individual  x^wiin?  Plmi 


THAT  INCLUOES 


CURRICULi^ 
COMPONENTS 


Criti^i  jinking 
Pb^  Qn^  l/Soci  s  1 

Compm  tmn  ^  j 


Idmnti'fying  C^emr 


z 


THROUGH 


L^RNINg 
ST^TEQIES 


ClASSMOH" 


Jeufnala 


iicploratiQns 


Laazninf  cane#r 


Le^a^nin? 
and  Skill 
luildinf 
Lfivelj 


AT 


J— 


li^loyQ^ 
itfainara 


Ei^loyir/Cooiynity  Sites/ 


/ 


2l/ 


Carriaulma  Outcome j  (Itmm  1) 


hqmm  m  a  glossary  of  basic  definitions  of  d\tfriculum 
ao^onanti  and  ijietruetional  proaessee  . 


WHAT   STUDENTS  LEARN 


Thm  eontent  of  EBCE  laaining  ie  individualized  on  the  basis  of  aaeh 
student -s  unique  learner  oharaateristiaa  #  personal  goals  and 
educational  nee^.    Staff  are  guided  in  tiieir  negotiation  of 
In^vidual  sti^dent  learning  plans  by  progrMi  gutoome  goals  and^  as 
necesaary^  Ig^rning  objeotivea  for  eadi  of  three'broad  curgiauluin 
oomponentj . 

Currieulum  Coniponants 

Ihe  currieulma  oomponents  (Life  Skills^  Basio  Skills  md  Career 
Development) '  sketoh  broad  guidelines  for  negotiating  aotivities^ 
resouroes  and  criteria  that  respond  to  individual  student  needs 
and  interests,    Thm  conponen^  define  skills  considered  ia^ortant 
for  eve^  person  to  master;  they  are  the  orgMikers  around  whidi 
the  individual  oontent- of  ea^  ^student  *e  learning  is  planned*  No 
two  students  will  learn  eMotly  the  same  f aots  or  even  apply  the 
saroe  skills  in  exactly  tiie  same  situatione*    All  students,  however/ 
are  ejcpected  to  increase  their  proficienoies  in  the  general  sets  of 
skills  est^lished  for  eaoh  component  by  practicing  those  skills  in 
a  variety  of  ways  toat  they  choose  in  large  part  for  theMelves, 

Life  Skills 

f- 

Bie  Life  Skills  component  organises  learning  in  toe  attitudes, 
information  and  teohniquas  needed  to  survive  in  life- and' to  find 
satisfaotion  and  meaning  as  a ^ changing  individual  and' contributing 
menfeer  of.  soeie^.    Student  growth  in  the  Life  Skills  areas  should 
enable  the  young  person  to  more  effectively  bring  together  the 
roles  ■  of  citizen,  family  me^er  and  worker*    Life  Skills  learning 
inqiudes  practice  in  applied  Basic  Skills  and  helps  students^ 
assindlate  and  m^e  decisions  about  their  many  Career  Development 
experiences,   (See  page  It,  j     Biere  are  six  Life  Skills,  areas  in 
which  student  learning  is  prescribed i 

Creative  develppTOnjfc  works  with  the  peMon's  ^tential  for  , 
ciiallenging  limits  and  making,  meaning  out  of  life, 

Cri ti cal  tiiinking  builds  on  basic  conraon  sense  mnd  helps 
students  use  single  problem  solving  skills  in  planning  all 
aspects  of  daily  living. 
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Functional  citizenship  cteals  with  the  knowledge  and 
processes  necessary  to  be  more  effective  in  our  society's 
governing  systeffls. 

Personal/social  developnient  focuses  on  refininf  thm  person's 
sense  of  self  and  others  as  a  very  real  reciprocal 
relationship  fwidarental  to  hmi^i  life* 

acience  de^s  with  the  use  of  scientific  methods  and 
procedures  to  analyse  technology's  impact  on  natural 
enviMiiments  and  cultural  values, 

Conpe ten cie s  are  the  logistieal  elenients  of  living  today  r 
the  survival  skills  needed  to  navigate  the  modern  world, 
^ey  inclMe  abilities  such  as  toiving  an  automobile  and- 
aaint^nJjig  physicaa  health  md  are  based  directly 'on 
ii^ut  frost  the  local  coomtmity  regarding  its  particular 
needs  aid  e^ectationa*     (See  page  331,) 

Basic  Skills 

The  Basic  Skills  co^onent  concentrates  on  the  reading #  mathematics 
and  communications  skills  essential  to  perforsdng  tasks  and  factions 

iudents  encounter  in  tiie  program  md  in  adulthood.    Basic  Skills 
learning  Qccurs  primarily  tnrough  applied  tasks  in  C^eer  Development 
and  Life  Scills  activities  negotiated  individu^ly  with  each  student 
and  practiced  at  cofflmuAi-^  sites*    As  necessary,  intensive  programs 
are  used  for  in^roving  fundamental  skills^- tliat  is,  skills  necessary 
before  applied  tasks  can  be  performed,     (^e  page  24,) 

Career  Development 

The  Career  Development  con^onent,  helps  students,  identify/  assess 
Md  refine  career  information  and  skills  through  realistic 
experiences  with  people  and  places  in  the  commmity*  ^reer 
Development  learning  is  integrated  with  Basic  'Skills  and  Life 
Skills  activities  to  eaphMise  the  relationships  among  career  j 
goals  I  educational  dioicea  and  lifestyle  aspirations,     (S^e  page  31,) 

Program  OutcQme  Goals 

Progran  outcoTO  goals  defJjie  IBCT's  e^ectations  for  what  students^ 
will  learn*    Biey  are  based  an  the  program's  assessment  of  the 
elements  necessary  for  a  con^rehensive  education  and  reflect  input 
from  various  coOTunity  representatives  to  insure  applicability  to^ 
the  needs  and  conditions  of  the  locality  served,  by  the  program,  / 
For  staff,  outCCTTO  goals  serve  as  guidelines  for  planning  and 
evaluating  the  effectiveness  of  student  learning  in  each  curriculiOT 
conpOTent*    For  students  and  the  cOTmmity,  they  constitute  a 
statement  of  the  pro-am 's  educational  intent.     (See  page  14*) 


Curricuiujn  Oik^comes  (Item  1) 


Learning  Objectives 

Laarning  objec^ves  ara  uged  in  two  'lenses  in  IICT*    For  the  Life 
Skills  and  Caraaif  Development  components,  preset  learning  objectives 
define  the  kinds  of  learning  students  should  e^erience  in  toose 
areas.    For  Basic  Skills  tiie  program  defines  outcome  goals  but  does 
not  attaint  to  further  establish  group  norms  ^  preferring  Anv*tead 
to  negotiate  in^vidual  objective^  that  best  reflect  both  ths 
student's  present  abilities         future  goals,  , 


Laarning  objectives  are  also  delved  tok  ea^  aommunity  site 
participating  in  EBCT  so  that  student  qnsite  learning  can  be 
prescribed  to  reflect  specific^  opportunities  available  at  individual 
wor%lacea*     (Sea  "Learning  Site  toalysis^"  page  11,) 


PrDgram  Compl eti on' Raqui remsnts 

EiGE  requireimants  for  .students  graduating  from  tiie  progrM  are 
couched  largely  in  performmce  terms  which  specify  nunfeers  and*' 
types  of  ac^vitles  to  be  COTplated.     Individual  content 
regui renfents "  are  negotiated  with  eadi  student  to  relate  curriculum 
goals  with,  the  kinds  of  inforaation  and  skills  that  particular 
young  parson  needs  to  continue  piarsuing  personal  career  a^id 
lifestyle  goals  on  a  lifetime  basis*    EBCT's  reqmrements  are  as 
followsr 

Each  year^  students,  must  complete  ten  projects \  two  in 
each  Life -Skills  area*  . 

All  thirteen  compatencles  must  be  completed  by  all' 
students^  (whether  they  enter  as  juniors  or  seniors)  , 

Each 'y^^^?  students^  must  complete,  a  minimimi  of  five 
career^  explorations  and  generally  demonstrate  adequate 
use  of  employ er/corammii^  site  resources  and 
opportunities  to  the  satisfaction  of  staff  and  employer 
ins  tructors  * 

Waive y  Clauses    toy  of  the  above  requirements  may  be    '  ^ 
,  modi'fied  or  waived  on  the  written  recommendation  of  a 
staff  member  and  apprbval  by  toe  program  adndnistrator. 


HELPING    INDIVIDUALIZE    STUDENT  LEARNING 


Planning  tod  monitoring  activities  des craved -below  include  all 
thqse  actions  and  ev#nts  necessary  to  assess  r  prescribe  and 
evaluate,  individual,  learriing  plans  for  each  student  and  to  help 
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the  studant  integrate  laaming  es^eriances  into  a  unified  sense  of 
salf  and .direction,     'ftey  also  insure  that  each  student's  activities 
'are  Gommenaurate  with  both  individual  goals  and  interests  and 
program  es^aetations •  .  ■  = 


Learning  Plans  ' 

Leaniing  plans  are  well-analyzed,  sequenced  sets  of  learning 
activities  individually  negotiated  with  students  to  move  tham 
toward  clearly  defined]  learning  goals.     Learning  plan  dewlopment 
is  an  ongoing  process  by  whi^  learning  is  structured  and  ^oals 
are  refined  for  ea^  student  throughout  the  'program  year* 

Learning  Plan  Cycle  ' 

The  learning  plan  ^cle  describes  a  logical  pattern  that  is 
reflected  in  virtually  all  student/program  interactions  and  is 
repeated  const^tly  through  the  development  of  individual  learning 
plans*     The  cycle  guarantees  consistency  of  treatment  aaong  all 
student  learning  activities  and  includes  four  basic  phases : 


LEARNING 
PLAN 


MSESsmmi    the  gathering  aad 
continual  updating  by  staff 
student  of  diagnostic  info.'^.siatiOA 
about  each  student's  learning 
style ^  interests  and  abilities. 

PRESCRIPTION  1^    the  planning  of 
individual  activities ,  resources 
and  criteria  for  learning 
strategies  based  on  individual 
assessnient  data  and  negotiated 
to  meet  both  individual  and 
program  goals  * 

.  /' 

EVMjUATIONi     judging  performance 
of  learning  strategies  and  general 
g^rowth  in  tenns  of  each  student's 
^s^ressed  goals  and  assessed 
/abilities* 


'filTOGRAMONi    lielping  st^^  on  and  synthesize  learning 

es^riences  and  refine  sel£-con4epta  and  career/lifestyle  go^s  as 
part  of  a  total  ^o%rth  process*     (See  page  44,) 
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Ntgotlation  \ 

e©ncept  and  practiee  of  nefotiation  is  absolutely  essential  to. 
EBffl.    In  a  bread  sense,  the  spirit  of  negotiation  diaracteriies 
the  ateiosphare  within  wbidi  students  and  adults  continually  exchange 
ideas ^  observations,  infoCTia^on  and  opinions,.    More  specifically # 
it  is  a  tool  whidi  eveiyone  in  EBCT  can  rely  on  in  the  course  of 
making  decisions  ^out  student  learning  plans  and  student  behavior 
in  general.    It  occurs  toroughout  the  learning  plan  cycle  as 
activities  and  criteria  are 'developed  that  match  the  goals  and 
eructations  of  the  student,  the  program  and  the  dommtmity, 

Aceountarinity 

Tt\m  Student  Accomtability  System  is  a  set  of  standards  and 
expactations  for  student  behavior  and  performance.    It  also 
identifies  a  saquance  of  conferences  to  be  follovred  when  an 
individual  Student  action  conflicts  wite  an  accountability  standard. 
'Sirough  these  aonferences  courses  of  action  are  negotiated  that 
accoraiodate  the  rights  and  responsibilities  of  both  the  student 
and  toe  program,     (See  page  77*) 


School  Year  Action  Zones  ^  ^ 

School  year  action  Mnes  are  a  way  of  making  clear  to  students 
the  isportance  of  managing  their  tioe  wisely  while  in  an  ^ 
indlvidualized^progrCT  such  as  EBCT,  .Ihe  sch^l  calendar  is 
broken  Into  nine  action  zones.    For  each  zone  tasks  are 
recommended  that  students  should  conplate  for  that  portion  of  the 
year.  Students  are  not  strictly  reqmred  to  meet  all  expectations  ' 
listed  In  an  action  zone  but  must  use  the  zones  as  a  basis  for 
negotiating  target  dates  ttat  will  enable  them  to  finish  all 
activities  required  ^tach  year  by  the  program,     (See  page  81,) 

I     ,     •       ■      ^  ■■  ■ 

Laarninj  Site  Analysis  ' 

As  an  Important  preparation  for  prescribing  in^viduallzed  learning 
in  toe  cosmunity,  staff  con^lete  a  Learning  Site  Analysis  Forro 
(LSAF)  for  aa^  site  active  in  the  EBCT  enployer  network.  LSAP 
tnfonnatlon  is  gathered  in  interviews  with  employer  site  personnel 
Md  includes  specification  of  materials,  tools ,  equipment  and  job^ 
related  tasks  students  may  encounter  at  sites.     UAFs  are  used  to 
develop  site^specific  learning  ^jectives  that  in  turn  are  built 
into  itudant  projeot  activities .     (See  page  72.) 
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CUmiCUtm  S  INSTRUCTION 


Learning  Resourcts 


People,  places  and  materials  in  the  community  itself  form  the  major 
^rtion  of  learning  resQuysea  used  by  EBOE  students  as  they 
COTplete  teeir  individual  learning  plans.    Supplementary  materials 
and  detailed  reference  files  of  available  coroiunity  resources  are 
kept  at  the  progrM's  learning  center.     (See  page  477  J  ' 


HOW    STUDENTS  LEARN 


Indi^dual  EICE  learning  strategies  combine  es^eriences  in  Life 
Skills,  Basic  Skills  and  Career ^velopment  and  help  students 
achieve  the  kinds  of  growth  outlined  in  the  program's  outcome 
goals  for  each  area.     Ml  strategies  reflect  the  EBCT  concept  of 
learning  as  the  process  of  integrating  knowledge  and  ei^eriences 
from  many  areas  and  encourage  students  to  b.ecome  self-erected 
learners  who  regard  their  educatton  as  an -ongoing  wid  life time 
progess.    Taken  together  toey  comprisa  the  student's  individual 
leaaming  plan  and  toeir  implementation  should  follow  the  basic 
learning  plan  cycle  of  assessment,  prescription,  evaluation  and 
integration. 


Career  Explorations 

Career  Explorations  are  three-  to  five-day  student  encounters 
with  the  people  and  job  tasks  related  to  occupations  that  interest 
them.    At  community  sites  of  their  ^oice,  students  conflate 
Exploration  Packages  that  help  tiiem  practice  investigation  and 
assessment  tediniques  tiiey  can  use  in  career  planning  throughout 
j^their  lives.     (See  page  105 ♦) 

Projects  '  , 

Projects  are  individualized,  probleof-centered  guides  to  help 
students  blend  learning  objectives  from  Life  Skills,  Basic  Skills 
and  Career  Divelopment  in  activities  performed  largely  at  qosniimity 
sites  of  their  ^©ice*    Project  design  and  processes  encourage 
students  to  manage  their  own  learning  and  to  perceive  the 
relationships  afflong  personal  goals,  career  options  and  specific 
knowledges  and  skills.    In  effect  they,  are  the  "starting  blocks"  and 
"direction  finders"  students  use  to  define  and  pursue  inmediate 
learning  goals  and  to  "S^^ttne  and  refine  broader  carier/life 
aspirations.     (See  page  189/)- 
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curriaul am  Outcomes  (Item  1) 


Lsarning  and  Skm  Building  Levels 

Both  learning         skill  building  levels  enable  otudents  to  follo'^* 
through  on  their  caraar  a^lorations  of  tfODTOur4ity  sites  by  returaing 
for  longer  and  s© re  indepth  learning  experiences.    Both  types  of 
site  use  involve  the  student  extensively  with  toe  people ?  eqiu^pment 
and  Qther  resources  available  at  workplaces  in  tine  OTmsimity, 

On  leartiing  levels  students  gain  practice  in  job  skills  through 
. skill-,  development  activities  and  achieve-  Life  Skills  and  Basic 
Skills  objectives  trough  in^vidualized  prglects  negotiated  for 
each  site*    On  skill  building' lewis  thfe  student  conmdts  to  a 
trairiing  prograni  in  the  ent^-level  skills  needed  for  amployment.  in 
a  given  occupation.     Projects  ate  optional  for  skill  building  levels. 
(See  page  277. ) 

Competency  Cartlfl cation 

Competency  certification  is  the  process  wherry  students  demons ti^atie 
their  proficienoy  in  various  survival  tasks  sudi  as  driving  an 
automobile  r  filling  out  tax  forms  ^  establishing  a  bank  acoount. 
Students  manage  their  own  use  of  resources  and  scheduling  of  ' 
appointiments  wito  mentoers  of  the  local  c^TOunity  who  serv@  as 
competency  certifiers.     (See  page  331,) 


Student  jQurnals 

Bie  journal  is  a  way  for  students  and  staff  to  share  ttoughts  and 
feelings  with  each  other  through  a  series  of  journal  entries 
written  and  responded  to  on  a  regular  basis  over  an  eKtended  period 
of  tire.    Journals  also  help , staff  to  assess  and  deal  with  student 
writing  ^d  communication  abilities  and  to  generally  support 
student  growth.     (See  page  411.) . 

Employer,  Seminars 

En^loyer  seminars  are  regular  meetings  of  students  with  employers 
and  other  comiimity  people  to  discuss  career  development  topics. 
Cie  seminars  help  students  better  perceive  issues  and  trends 
occurring  nationally  through  fraiyc  discussion  with  individuals  from 
the  local  conffliunitY  who  are  iirpacted  directly  by  mutAx  issues  as 
the  changing  work  ethic,  job  discrimination,  retirMient  and  c«eer 
mobili^*     (See  page  455.) 
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CURRICULUM  5  INSTRUCTION 


Sperify  program  outcoM  goals  to  be  aehiatmd  by  the 
-  GUrriculum 


Fraqram  outaoim  gomls  dmfinm  EBCS's  sxprnatrntions  for  whmt  students 
will  iBSLrn.     Thmg  are  hmsmd  on  the  progrBm's  mssmssTmnt  of  the 
mlmmmnts  neamssary  for  m  comprmhensivm  mduamtion  mnd  J^mflmat  input 
from  various  communitg  represmntmtlves  to  insurm  applicmbility  to 
the  needs  mnd^  aonditians  of  thm  locality  served  by  the  program. 
For  staffs  outaome  goals  serve  as  guidelines  for  planning  mid 
evaluating  the  effmativenmss  of  studmnt  ImMrning  in  each  curriculum 
component.    For  studmnts  and  the  conrntmity ,  they  constitute  a 
stMtBmnt  of  the  program's  mducMtional  intent. 

Thm  goals  ^re  in  four  catBgorims  ^    The  first  thrBm^-Ld  fm  Skills , 
Basic  Skills  and  Carmmr  Devmlopmmnt  corrempond  to  the  ^ree 
curriculum  components  on  the  basis  of  which  individual  lemrning 
objeativms  mid  activities  arm  nmgotiatBd  for  eaA  stud&nt.  The 
1ms t  category "Bxpmri en tial  outmMmB"smis  up  other  areas  of  grow^ 
importmt  to  a  young  pBrmon's  transition  to  adulthood,    While  not 
nBCmssarily  addressBd  as  specific  objectivBS  in  a  student's  iBarmng 
plarif  Bxperiential  outcomms  occur  in  a  very  real  wmy  as  a  result 
of  student  interactions  with  EBCE  people^  processes ,  concepts  and 
places . 

LIFE  SKILLS 


Critical  thinking;    increased  ability  to  gather,  analyse  and 
interpret  information  and  seek  soliitions  to  probleim 

Scienge^     increased  recognition  and  application  of  scientific 
procedures  and  methods ,  particialarly  in  thm  analysis  of  cedinology's 
in^aot  on  natural  envirorarents  and  eiiltural  values 

Persons-social  development  i    increased  ability  to  mderstand  and 
aocept  responsibility  for  self,  peMonal  behavior  ^d  effects  of 
aetions  and  attitudes  on  others  '  » 

Functional  citizenship:    increased  understanding  and  application 
of  democratic  processes  in  inte^ersonal  actions  and  in  the  private 
sector  as  well  as  in  local,  stats  and  federal  governsient 

Creative  developii^nt i     inOTeased  abili^  to  identify  wd  participate 
in  creative  processes  to  blend  new  and  existing  materials,  ideas 
or  concepts  into  miique  f orM  or  es^erienees 
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Curriculim  Outaoms  (Item  2) 


Compatenci'es  g    ability  to  perform  surviv^al  taaks  naceasary  to 
eeonomic^  plMning,  legal/political,  healte/safety ,  proparty 
maift tenance #  recreational  and  occt^ational  aspects  of  n^darn  life 


.BASIC  SKILLS 


Fimda^nental  bajic  skills  ^     increased  proficiency  in  readinf  ^ 
writing/  oral  conmynication  and  matoaMtics  , 

-.  • 

Applied  basic  skills  i     increaaad  ability  to  perfom  appliad  skill 
tasks  related  to  carears  of  interest  and  identifiad  on  ei^loyar 
sites 

Li fe time  b agio  _i_kill  devalopcisnt  t     increased  \mdarstanding  of  how 
BasiG  Skill  needs  vajry  as  caraers  vary  and  hw  to  adjust  to  meet 
skill  levels  raquirad  by  careers  of  interest 

Svaryday  basic  skill  applications  increased  willingness  to  apply 
Basic  Skills  to  work  tasks  and  to  everyday  probleins 


CAREER  DEVELOPMENT 

I  dan  ti  fr_inj^_Gar  ee  t  in  teres  ts  i     increased  knowledga  of  personal 
aptitudes^  interasts  and  abilities  as  appliad  to  potential  career 
interests 

Understanding  works    inoraasad  knowledge  of  social^  govermnental 
and  aeonomo  issues  and  tran^  in  the  world  of  work 

Employ  ability  sklllsi    incraasad  dapand^ility  and  general  skills 
in  job  finding ^  job  application  and  on^tha^job  negotiations 
necesiary  in  daily  work  interactions 

Career  knowledge :     increased  knowledge  of  financial  and 
psyAolojgical  'induqeinents  /  preparation  needs  and  a^  lilable 
preparation  programs  in  potential  careers 


EXPERIENTIAL  OUTCOMES 


Gatharinq  infoCTationi     ability  to  assess  many  sotffoes  (people, 
places  #  materials ,  eventi)  in  gathering  InforTnation^  for  work  and 
dacision  making 
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CURRICULUM  S  mSTMUCTION 


CoflTOimication  with  adults  i     ^ility  to  demonstrate  self-oonf  idence 
and  rnidarstandiiig  in  toyo-way  conmunication  with  adults 

Initiative  I     ability  to  initiate  and  take  responsibility  for  actions 

Understanding  others ;     ability  to  trusty  to  ba  opan  to  change ^  i^d 
tp  raspect  differing  valuei  in  paopla  and  institutions 

Daoiaion  m^ing;     ability  to  use  total  aenso^  system  in  decision 
makinq 

Preparatjpn  for  adulthood  t  ^ility  to  assuine  adult  rasponsiiilitias 
and  relationships  in  a  positive  and  self-confidant  mannar 

— •  "  CROSS^REFEESNCES   ^   

Thm  Zdfm  Skills  aomponmnt  Is  deM^ribmd  mora  fully  in  Item  4  of  this 
SBatiori/  pages  19^23. 

The  Bmsia  Skills  aomponmnt  is  dmalt  with  in  Itrnm  5  of  this  section. 

The  Career  Devmlppnmnt  aompmiBnt  recmivms  attention  in  Item  6  of 
this  smction^  pagms  31^35, 

pisauMsion  of  mxprnrimntial  outcomes  is  introduced  as  appropriMte 
throughout  this  hanc&ooic* 


Curriculum  Outcomes  (Item  3) 


Agree  on  the  people  who  will  be  involved  in  curri  :^ulmn 
and  instruetion 


Sffi  currici^ya  and  iiistruetion  depends  on  toe  cooperation  of  mny 
different  paopla,  inoluding  ataff^  studenta^  parents,  conimunity 
site  personnel  and  mMy  others  from  the  community  who  volunteer 
serve  as  resourees  for  student  learning.    Below  wa  offer  a  bri^^c^ 
su™ary  of  the  roles  of  various  prograsi  partioipants  *  Further 
explanation  of  tiiese  roles  appears  as  appropriate  throu^Qut  teis 
han^ook. 

NOTEi    "Pmrsannml"  In  Mmim^nmnt  &  Qsgmiizmtion  and  thm  hmndbook 
on  Emplo^mr/(^mmMiit^  BB&QuramM  givm  Addlt±mmi  infommtion 
aonamming  $tA£f  ralBm  and  thm  u^m  of  maploymr  instructor* 


PROGRAM  STAFF 

Laaminq  mauiaqers  are  based  at  the  laarning  center  and  are 
respoMible  for  nagofiating  the  major  portion  of  eaoh  student's 
individual  learning  plan*    Learning  managers  work  with  studenta  to 
design  projeots?  disot^s  educational  and  career  altem^tivea  and 
plan  target  dates  and  strategies  for  meeting  program  learning 
requirements.     Leartiing  managers  also  serve  as  correspondents  for 
student  jpumals, 

Sgrployer  relations  specialists  are  liaisons  beWeen  staff  at  the 
EBCT  learning  center  and  enployer  instructors  in  the  comunity. 
They  help  students  select  sites  and  assist  as  necessary  in  student 
learning  activities  in  the  comiisiity,     Thmy  also  monitor  student 
perforaance  and  give  support  to  employer  instructors* 

The  learning  resource  specialist  is  a  learning  center  staff  person 
responsible  for  overseeing  studant  use  ..of  laarning  resources^- 
both  in  the  communis  and  at  the  learning  canter,     ihis  staff 
person  is  also  responsible  for  coordinating  the  recruitment  and 
student  use  of  co^etency  certifiers,  , 

thm  student  coordinator  is  also  based  at  the  learning  center  and  is 
responsible  for  facilitating  various  assessment  procedures .  Thm 
studant  coordinator  also  serves  as  liaison  between  the  progrM 
and  other  sdiools  (for  trmscript/records  purposes)  and  helps 
interface  studant  and  staff  work  in  various  laarning  strategies 
with  broader  program  goals  relating  to  the  student's  personal 
growth , 
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CUmiCULuM  S  INSTRUCTION 


Proqrafli  a^nistratQr        ifisponsible  for  administering  the 
program  and  o^atseeing  /^i  eu^^^culum  by  insuring  that  learning 
activities  are  valid  with^j^         intent  of  the  program  and  that  staff 
responie  to  individual  si^^^^ions  rtfiects  the  program's  missian 
and  goals. 

The  program  should  also  ^^vm  ge^^^fai  support  staff  to  perfoM 
clerical  and  secretarial  %tie^'    ^ey  can  be  of  invaluable 
assistance  to  staff  and  stufjgnt^       Mintaining  accwate  records 
of  each  student's  ac^viti^g^  ^pd  petfoCTiing  other  services  necessary 
to  the  program's  operation ^ 


COMHuNi^  PARTICIPANTS 


All  adults  in  the  conmunity         serve  as  resources  for  helping 
EBffi  students  achieve  thei^  ^g^itiin^  objectives*     Librarians ^ 
shopkeepers,  zoo  guides^  ^useu*^  curators ?  agency  employees—the 
'list  goes  on  indefinitely^-.pay       contacted  by  students  or  staff 
for  help  in  specific  activi^g^*     In  addition  to  serving  as  a 
generai  pool  of  reioy^cee^  the^®         several  specific  roles 
conimmiQ'  people  may  perfo^  ^  SB®  if  they  wish  to  comodt 
themselves  over  longer  P^tlod^  ^immi 

Employers  can  volunteer  to  gpgn  theiy  sites  for  conmunity  learning 
and/or  to  participate  in  s^^^^^l  pregyaoi  seminars  *  curriculum  task 
forces  and  so  fo^^. 

Employer  instructors  are  thogg  ihdividuals  at  participating  sites 
who  work  wi^  students  on  ^  daA^^  b^aiS/  sharing  e^eriences^ 
giving  advica  an^  instructiQjj         vilifying  performance,  tost 
often,  Uiey  v/ill  be  working  v^ith  students  on  career  es^lorations 
and  learning  levels  /  but  thay         ^lao  help  with  skill  building 
levels  and  special  placeTOi^ts       serve  as  tutors  if  they  have  the 
time* 

Gcanpetency  cartif terg  are  ^eopja  froj^  the  conmunity  with  es^ertise 
in  specific  con^^tency  a^^%s  wft^  wor)^  with  students  to  help  them 
achieve  proficiengy  in  the  vari^^  eQu^etencies  identified  in  that 
Life  Skills  wea,    vmile  c^^^fitri  are  only  ei^ected  to  certify 
when  a  student  h^s  demonSt^^^gj  Profleiancy  in  a  competency* 
many  certifiers  %iso  help  itud^^*^  flurlng  their  preparation  by  , 
giving  advice*  conducting  info.^^^^^h  sei^nars  and  so  forth. 

Tutors  are  individiaals  tha  ^offmuni^^  both  paid  and  volunteer, 

who  help  individual  student^  ^^til  aptcific  learning  nee^.  These 
may  be  ei^loyer  ingtructo^^.  ^^llege  students,  teachers,  businessMn" 
whoever  has  the  time  and  w^j^^i^gnef s  to  help. 
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Curriculum  Outaonms  (Itmm  4) 


Establish  ntethods  and  cbjectives  for  delivaring  learning 
in  tha  Life  Skills  curriculum  cofflponant 


Thm  Life  SkillB  aomponent  orgmnizes  learning  in         attitudms  ^ 
informmtlon  And  tmahniqums  nmmdmd  to  survive  in  lifm  and  to  find 
smtisfmGtian  mnd  memning  ms  a  ah&nging  indiy'idual  and  contributing 
rmmber  of  society.   ^Student  growth  in  Che  Zdfm  SkillB  areas  should 
en^le  the  young  person  to  more  effmctively  bring  together  thm 
rolms  of  dtizen,  family  iuembar  and  worker^    Life  Skills  learning 
includes  prAatiae  in  applied  Basic  Skills  mnd  helps  students 
ABEindlMtm  and  makm  degisions  About  their  many  Career  Devmlopnmnt 
BxpBrienaeB. 


THE    LIFE    SKILLS    ARE  PROCESSES 


Iha  Life  Skills  are  tha  praeessaa  wa  use  to  shmpa,  our  life 
ej^riances,  rafleot  on  and  gain  better  knowledge  of  ourselves  and 
assess  and  act  on         peroeptions  of  the  world,     Biey  are  ways  by 
whi^  relationships  between  the  self  and  tha  world  oan  be  refined 
as  we  seek  out  new  dimensions  and  posslJbiiitias  for  actualizing 
our  individual  lives-*both  personally  and  as  mesbers  of  soeiety. 
Through  tha  Life  Skills,  EBCT  tries  to  addrass  what  is  imiqua  and 
different  in  aaeh  p^irson  at  the  same  time  as  it  helps  students 
acquire  conroon  skills  necassa^  for  all  paopla* 

The  actual  content  of  ea^  Life  Skill  area  will  be  imique  for  each 
student  and  sho^.d  constitute  highly  parsonal  learning  encountars 
that  sarva  tha  intarasts  and  fancy  of  the  individual,     tte  Basic 
Skills  and  Career  Development  coi^nantt  are  directed  more  toward 
insuring  tiiat  students  are  aq^pped  with  tha  skills  sooie^  expects 
of  its  fOTctioning  adults*    ae  Life  Skills,  while  reflecting  toe 
kinds  of  es^artisa  considerad  import^t  to  the  educated  person, 
begin  with  an  affiliation  of  the  ctynamic,  devalopmental  nature  of 
hum^  growth  ^d  change  and  concentrate  on  experiences  that  will 
enable  young  people  to  find  the  kinds  of  happiness  and  growth  that 
bast  suit  their  personalities  and  capabilities. 

Finally,  since  these  skills  last  toroughout  our  lifetime,  "mastery" 
is  not  the  same  as  passing  a  course  by  examination  or  menioriiing  a 
given  contint  area  (although  su^  tasks  will  often  enter  into  Life 
Skills  activities) ,  ^  Rather,  as  students  come  to  apply  these  skills 
in  differant  kinds  of  situations  and  for  changing  pi^poses,  their 
mastery  will  increasa  in  proportion  to  their  personal  growth  ^d 
experiences . 
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CtmRICULm  a  mSTRUCTTON 


METHODS    AND  OBJECTIVES 

In  five  cf  tiia  Life  Skills  areas  students  individually  negotiate 
tiia  content  and  direction  of  their  learning: 

Creative  development 
Critical  tW.nking 
Functional  citizenship 
Parsonai/social  devalopment 
Science 

.    In  ea^.  of  these  areas  the  student  and  learning  manager  Plan 

individual  prolect  activities  that  build  on  present  abilities  and 
TOve  the  student  toward  his  or  her  life  and  career  goals*    As  m^^^ 
as  possible,  projeots  are  in^leTOnted  through  career  exploratioF^ 
and  learning  level  e^^riences  at  sites  in  thm  local  coffsnunity. 

In  negotiating  projects,  staff  make  reference  to  learning  Qbjae».4ves 
developed  by  the  prograin  and  experts  from  the  community  to  £urth#^ 
delineate  es^ectations  for  each  Xdfe  Skill,    Ihese  learning 
objectives  are  seldom  translated  direotly  into  projects;  tathe^ 
toey  sarve  as  guidelines  to  help  students  and  staff  devalop_  _ 
activities  that  are  appropriate  to  tiie  .kin^-^o^^learninf  the 
and  commimiQ'  perceive  as  iiPE^rtant  to  each  Life  Skills  atea/ 

NOW:    learning  objeativrnM  and  bjtimf  diMauMMlonm  of  EB^' m  mpp^^ah 
to  maah  zdfm  Skills  area  aw  p^mtmd  in  ^pmndix  4,    tM.  aasm 
appmntUx  MBplmym  maj^Zb  prmdmsigned  projmats  &r  mmch  SJ^ma  antf  £0 
intmndmd  to  se^vm  lemrrung  mMnrngm^s  as  a  mrking^  rmfBrmfi^  tool  gar 
u^a  in  nrngotimtdng  Mtudent  projmatM^ 

The  CQmpatencles 

Ihe  last  Life  Skills  area,  the  con^etencies ,  conaists  of  skills 
identified  by  thm  local  community  that  all  students  will  need  as 
adults.    Thm  competencies  are  not  negotiable  in  content-  Btxidmii^B 
lUfe^  however^  free  to  manage  their  own  preparation  and  i^edulin^ 
for  certification  in  eadi  of  the  competencies  ^    Objectives  for  th^ 
con^e ten cies  appear  as  activities  Md  criteria  for  studant 
perfoCTiance  of  each  competency  and  are  printed  in  the  student 
competencies  wortoook  on  pages  359-407. 


DELIVERING   LIFE    SKILLS  LEARNING 


student  Life  Skills  projects  cCTibine  learning  in  Basic  Skills  an^ 
Career  Development  activities  through  the  same  cycle  of  events  th^^ 
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Curriculum  OutaQms  (Itmm  4) 


underlies  all  EBCE  aducational  planning i     assessment r  prescription, 
avaluation  and  intefration.     Following  is  a  brief  summary  of  these 
evantH  from  the  point  of  v^iew  of  Life  Skills  projects  and  aonpetenoy 
certification* 

Assasirent 

Initial- assassm^iit  of  .  student  Life  Skills  abilities  and  interests 
occurs  through  a  cosbi nation  of 

1p    personal  intarviaws  bet^^een  the  student  and  learning 
meager  in  wW,ch  learning  styles  ,  preferences  md 
interests  are  disclosed 

2*    inspaction  by  the  learning  manager  of  the  student's 
previous  t^mnscript  data  and  condlueions  drawn 
concerning  how  specific  course  work  mnd  e^^riences 
may  translate  to  the  Life  Skills  areas 

Subsequently,  ttie  student's  performance  of  a  first  project  in  ea€:h 
Life  Skills  area  gives  the  learning  manager  a  stjtostantive  basis 
for  judging  the  student's  adiie^mment  and  comprehension. 

Because  Bailc'  Skills  and--Career  l^yelapMnt-aotivittes^ra"^ballt  ~ 
into  ea^  project,  assessment  inforsiation  for  those  components  is 
also  discussed  with  the  student.    TOese  data  are  drawn  from  testing^ 
transcripts  Md  staff  observations* 

ttie  competencies  are  set  up  so  that  Students  can  assess  for 
themselves  whether  or  not  they  can  perform  the  es^ected  activities 
according  to  the  criteria  given  tiiem  for  each  competency. 

Prescription 

Every  student  must  complete  two  projects  in  eadi  Life  Skills  area 
(except  thm  cospetencies)  each  program  year*    For  eadi  area*  one 
project  is  predesigned  to  insure  that  all  studenU  address  the 
ttipat  iniportant  objectives  in  that  area*    Thm  other  is  in^vifeiaily 
negotiated  to  allow  students  the  greatest  possible  freedom  to  plan 
laaming  acti^ties  that  are  COTsiensurate  with  their  miique 
Interests  and  abilities. 

Students  generally  complete  the  predesigned  project  for  a  Life  fJkill 
before  starting  an  individually  negotiated  project  in  that  area, 
ttis  order  may  be  reversed?  however,  depending  on  negotiation 
between  the  student  and  learning  manager.     Instead  of  a  second 
critical  thiiycing  project*  the  student  may  obtain  credit  for  that 
area  by  conflating  a  "critical  toirUcing  wrap-up  acti'^ty"  for  each 
of  the  otiier  projects  * 

:^  }         '  " 
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CUmiCUWM  S  INSTEUCTION 


In  nagotiating  aaoh  project,  student  and  learning  manager  agree 
on  the  following  elaments  t 

1*     activities  aircd  at  oartain  objeatives  in  tta  Life 
Skills  area  and  usually  connacted  to  Caraar 
DevelopMnt  acti;^ties  at  eoiraiunity  sites 

2*     sieges  tad  raso  ureas  to  ba  usad  in  complating  eacA 
activity 

3*    P  go  dusts  and  critaria  for  evaluating  performance  of 
aaA  activity  and  desired  to  give  practice  in 
spacific  Basic  Skills  appropriate  to  ^,a  student *s 
assessed  needs  and  abilities 

Project  prescriptions  are  linked  with  employer  site  activities  in 
the  comunity  (career  es^T.nrations  and  learning  levels)  by  means 
of  a  Learning  Site  toaly^.i.-i  Form  conpleted  for  all  sites  visited 
by  students,     Thm  fom  includes  places  for  tr^a  site's  en^loyer 
instructor  to  indieate  .specific  Life  Skills  that  can  be  pi^sued 
at  eaish  site  and  to^^fi^na  ea^  job  task  in  werais  of  Basic  Skills 
j55d_^etivities^tHi^  student  mght  perform. 

Prescriptions  (activities  and  criteria)  for  the  co^etencies  are 
preset  for  all  students  md  given^  ttem  in  a  workbook  fom  at  the 
beginning  of  the  year.    All  stt^ents  imat 'coD^lete  thm  thirteen 
coi^etencies  while  in  the  program.    Students /entering  as  seniors 
perform  all  in  one  year.     Students  entering  as  juniors  demonstrate 
at  least  seven^their  first  year  and  six  their  second  year. 

Evaluation 

Perfommce  of  project  activities  is  always  evaluated  against 
criteria  agreed  on  by  the  student  and  learning  manager  during  toair 
initial  negotiations.    Eadi  prajpct  activity  is  evaluated  separately 
by  the  person  TOSt  qualifi^  to  judge  perforroaice  in  the  given 
Life  Skill  area  (asploye£j,nstructor,  coramunity  resource  person  or 
learning  manager).    Bie  learning  manager  verifies  all  evaluations 
of  individual  activities  anrl  evaluates  the  project  as  a  whole,  As 
much  as  possible  ?  projects  are  designed  so  tJiat  evaluations  follow 
naturally  on  the  student  •s  perform^ce  of  activities  and  therafore 
reflect  deronstrated  proficiencies .    All  evaluations  address  the 
student's  work  in  eadi  curriculum  co^onent — ^Life  Skills,  Basic 
Skills  and  Career  DeTOlopment. 

Evaluation  of  student  work  in  tte  con^etencies  is  done  by 
competency  certifiers,    Wien  a  student  is  rea^  to  demonstrate 
proficiency  in  a  constancy  ^  ha  or  she  contacts  the  certifier  Md 
perforro  tiie  required  activities,     Thm  certifier  judges  the  student's 
performmce  on  .the  basis  of  criteria  set  fortii  in  the  eompetenciei 
workbook. 


Curriculum  Outaom^s  (Itmm  4) 


Integration 

Integration  of  Life  Skills  learning  occurs  as  students  internalize 
their  experiences  ^  drav^ing  conoiieions  about  what  they  have  learned 
and  how  it  relatas  to  their  caareer/life  goals  and  personal  growth 
in  general,    this  takei  place  throu^out  the  year  as  students 
,wo^  with  scmff^id  other  adults  to  first  plan. their  activities  and  ' 
then  discuss  their  perfortaiuice  in  specific  projects.  Critical 
thinking  wrap-up  activities  also  provide  invaluable  integration 
es^riences.     In  the  course  of  co^leting  these  Wrap-ups  the  student 
reflects  on  e^^rience^;  and  aAieveoents  in  a  Life  Skills  area  and 
discusses  with,  the  learning  manager  possible^  decisions  and  alternate 
learning  paths  teat  sd^t  be  pursued. 

Integration  of  experiences  in  the  oon^etencies  occurs  si^ly  by 
way  of  students  proving  to  thewelves  they  can  perform  minimal 
surv^ivai  tasks.    Also,  tteir  interactions  with  competency 
certifiers  helps  then  see  the  value  of  eadi  competent  to  themselves 
and  to  the  community  of  whicA  they  are  a  part. 


,    -  -  -  CROSS-REFERENCES  - 

Additional  dmlivmry  considerations  appaar  with  thm  Imarn^g 
objeativBB  for  each  Ldfa  Skills  area  wftich  are  givmn  in  Appmndix  A, 

SMmplm  pr&designBd  projects  mIso  appear  In  ,Appmndix^A, 

i 

See  "Competmnaiem/'  pages  3 31- 407  r  for  planning  and  implmmmntation 
stBps  md  a  student  workbook  of  activities  and  criteria  for  aat 
Life  Skills  area* 

"Projeats      pages  189-273 ,  'provides  dmtailed  planning  and 
implenmntatlon  steps  for  tAat  learning  strategy  and  displMys  a 
sample  inMvidually  nBgotiAted  projeat. 

AsBessmnt,  prescription,  evalaamon  and  integration  are  discussed 
as  a  total  l&arning  plmn  ^cle  in  "Learning  Plan  Negotiation/' 
pagms  45^48. 

"Learning'  Plan  Negotiation"  also  aontains  explanations  of 
assessment  techniques  for  all  aurriaulim  components  on  pages  54^65 
and  a  description  of  the  Learning  Site  Analysis  Form  on  pages  72^76. 

Carmmr  exploraHons  and  learning  levels  ara  detailed  on  pages 
105^186  and  277 --327 ,  respmctivmly.     '  ,  . 
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^BRlCUtUM  S  INSTRUCTION 


Ist^lish  methods  and-ob jectivas  for  delivering  learning 
in  rte  Basic  Skills  curriculmn  component 


The  B^lc  Skills  mmponmnt  conaBntrMres  on  the  reading r  niMth&imtlcs 
and  aommunlaAtlQns  skills  mssentiml  to  pmrforndng  t^ks  mnd 
functions  students  ancoimtBr  in  the  program  and  in  adul^QodM 
B^sia  Skills  l&arning  occurs  primarily  through  Mpplimd  tasks  in 
Career  Drnvalopment  and  Ldfrn  Skills  mativitlms  that  are  negotiatBd 
individmlly  with  mmah  student  knd  pradtiamd  at  aQimunity  sites- 
As  necessary  ^,  intensivm  program  atrm  utilized  for  improving 
fundMwental  skills-^thmt  is ^  thosm  skills  necessary  bBform  applied 
tasks  can  be  performmd. 


BASIC    SKILLS    ARE    ESSENTIAL    TO    ALL  LEARNING 


Heading ^  mathematios  and  ooflmuniaations  (both  oral  and  written) 
are  quite  literally  the  basio  or  "enabling"  skills  necessary  for 
any  kind  of  successful  learning  and  for  performng  most,  of  the 
roles  we  have  to  play  in  today's  society—both  with  respect  to 
specific  jobs  and  more  generally  to  our  interests  and  lifestyle 
aspirations . 

On  a  functiOTal  level,  we  must' exercise  ntOTerous  skills  to  read 
newspapers/  follow  mapS/  cope  with  technical  manuals  and  sales 
catalogues /  coD^ute  income  ta^es  and  niontiily  e^^enses  and  so  forth. 
On  a  raore  personal  level/  Basic  Skills  proficiencies  relate  to  our 
abilities  to  express  and  reflect  on  ourselves  #  to  deal  comfortably 
with  people  and  to  approach  any  learning  or  living  task  with  the 
confidence  that  we  have  at  laastf^the  minlmim  skills  necessary  to 
begin  solving  probleM  and  dealing, with  new  concepts* 

Individual  Naeds  Will  Differ  ^ 

While  we  all  ha,^^  a  common  need  for  minimal  proficiency  in  the      .  , 
Basic  Skills  r  we  also  have  in^vidual  career  and  lifestyle  goals 
that  rtgrn^ra  different  levels  of  Basic  Skills  perfownance,  ^Students 
enter  ^IBCT  with  widely  varying  abilities  and  will  be  eKamining  an 
equally  wide  variety  of  career  possibilities.    SBffl  learning 
aetivities  ar.e  designed  to  give  students  a  chance  to  cts^are  their 
Basic  Skills  abilities  with' the 'specific  requiremenlts  of  the  careers 
that  interest  tiiem  and  to  build  learning  programs  tailored  to 
their  unique  needs-'  trough  continwus  practice  of^lasic  Skills 
alongside  working  adults  in  realistic  coiranunity  siti^tions ; students 
have  many  opportunities  to  see  the  relevancy  of  Basic  Skills  for 
both  their  personal  and  career  goals*  -         "  ,  . 


Curriculum  Outaonms  (Item  S) 


Methods  and  Objictlves 

Since  Basic  Skills  underlies  all  learning*  the  entire  EBCE 
curricui™  serves  to  deliver  es^erienuial  learning  in  those  skilXs* 
To  be  able  to.  negotiate  projeett/  unde«tand  con^etencies  materials, 
maintain  journals  and  select  coMmmity  sices  for  career  e^lorations  * 
and  leajmir4g  levels  studento  myst  practioe  Basic  Skills* 

Because  of  the  wide  range  of  student  needs  and  interests  in  this 
romponent*  EBffi  prefers  to  limit  its  prespeoified  expectations  to 
thm  four  program  outcooe  goals  (given  on  page  IS)  ,    For  Life 
Skills  and  Career  Development,  the  program  set  learning  ofajectives 
in  ad^tion  to  its  outcome  goals  in  order  to  give  staff  and  students 
further  guidelines  for  negotiating  individual  learning  plans*  For 
Basic  Skills r  additional  objectives  are  not  necessary.  Program 
leading  strategies  c^not  be  performed  witiiout  certain  minimis 
proficiencies  in  ttie  Basic  Skills;  Basic  Skills  learning  objectives 
are  considered  implicit  in  the  performance  of  otoer  program  Md  job 
site  activities  * 

Student  Choicis  and  Program  Expectations 

A  last  introductory  point  to  keep  in  mind  concerns  how  criteria 
are  set  for  earfi  student's  Basic  Skills  growth,     Thm  student's 
right  to  make  choices  regarding  what  kinds  of  learning  to  pursue 
is  a  basic  characteristic  of  fflCE*     In  developing  a  Basic  Skills 
program  for  each  student ^  staff  negotiate  escactly  how  each  skill 
shall  be  practiced- and  what  areas  should  be  inproved.     Staff  also 
assert  as  an  is^ortant  corolla^  to  the  student's  right  to 
negotiation  their  right  to  diallenge  decisions  and  give  fee^ack 
regarding  those  proficiencies  considered  essential  for  all  students, 

us  while  EBCT  emphasizes  the  student's  making  individual  choices 
regarding  Basic  Skills  improvement,  the  progrM  also  tAmm  steps 
to  insure  that  all  students  recognize  Md  work  toward  adiieving 
a  adnimal  survival  lewl  proficiency  in  eadi  skill  area.  While 
sii^le  perfomance  of  program  activities  nomally  shows  if  a  student 
has  such  minimal  proficiencies ,  staff  go  further  in  their 
interactions  to  look  at  each  yoimg  person  and  honestly  work  to 
develop  each  indiWdual's  mique  talents  mnd  interests. 


APPLIED    AND    FUNDAMENTAL  SKILLS 


To  heljp  determine  what  kinds  of  activities,  resources  and  settings 
are  appropriate  to  the  Basic  Skills  needs  of  eacii  student  we 
distinguiih  between  fundamental  and  applied  Basic  Skills: 


39 


25 


CURRICULUM  S  INSmUCTION 


BUILDINe  BASIC  SKILLS  LEARNING 
INTO    INDIVIDUAL    LEADING  PLANS 


INITIAL  ^SESSMlNT/PRiSCRIPTION 

Students  are  assdssed  by  testing*  past  transcript  data  and  itudent/ learning 
meager  intervitws,  .  ^is  infsrmati©n,  wi^  sbservatiOnS  Of  itudent  perfo^;*nca 
on  first  Itaming  strattgiea  is  used  to  draw  up  Frtliflu.nary  3^ig  Jkj,Lli 
Profiles  for  each  students  these  profiles  guide  negotiation  of  Basic  Skills 
presetiptiOfiS  appropriate  to  individual  needs*  interests ,  afailifcies. 


1 


GENE^L  PROGRAM  WORK 

All  lemming  plans  iden&ify 
praetiee  in  s^oifie  applitd 
S^i^  Skills  nee^d  for  projeet 
and  employer  site  aotivitigi  i 
students  also  praotioe  Basic 
Skills  in  other  learning 
strategies 


REMEDIAL  AND/OR  ADVANCED  WORK 

As  the  need  or  interest  is 
peroeived  frqn  testingr  assessment 
or  perfenmioe*  independent  study 
is  negotiated  and  integrated  into 
student's  learning  plan* 


z 


STOD^ISj    Project  and/or  Basic 
Skills  self^^asiessnent  activitlei  at 
e xp 1 c r a t io n_l e vei  esployer  sites r 
cospletion  of  SjgloratiQn  Fadtagesi 
work  in  other  strategies 

BTRFTi     rnitial  ^alysis  of  employer 
site  learning  potential;  nefotiationf 
planning  and  evaluation  of  project 
activitits 


STUBEHTSi     Project*  skill  divelopBient 
and  Sasic  Skills  self'assessasnt 
activities  at  l^\^ing  le^l  sitts* 
work  on  other  strategies 

STAFF  1    Further  analysis  of  e^loyer 
site  learning  potential i  nefotiation* 
planning  Mid  evaluation  of  project 
activities  and  ikill  develepintnt 
tasks 


X 


AtraraiATiVE  iTrmyi    May  be  used  foif 
improving  a  fundigental  skill  needed 
to  perform  project  arid  site  activities 
Of  for  enri^nent/advanceiDent 
pur^ses^    Options  include 


1. 


4. 


prograi^ed  ^ttfials 
classes  at  local  high  sdiocli 
Of  CQOBBimL^  colleges 
work  wiUi  tuto^  and/or 
esployer  instructor 
referral  to  ^agnostio/ 
tfea^ent  cintef 


Pfogresi  is  judged  on  ^e  basis  of 
^agnostic  tests  and/or  perfo^^nce 
of  site  and  project  activities. 
Criteria  are  negotiated  acccrcUnf  to 
the  student's  wiique  nee^  and  goals ^ 
Study  may  be  cotnbintd  with  site 
and  pfoject  wo^  in  aany  ways^    It  can 
focys  on  a  highly  specified  arga 
(fof  ejta^le*  pmctuation)  or  be 
spread  o^f  an  entire  s^uence  of 
topics  (for  eieas^lsi  ^11  math  prior  to 
algebra)  ,  depending  oa  the  specific 
needs  and  Interests  of  the  stu^nt* 


Curriaulim  Outaoms  (Ttm  5) 


.  Applied  skiili  are  thost  u^ed  to  perform  tasks  *  learn 
eoneep^  and  ioiva  preblenB.    They  are  ueed  by  itudtnts 
whila  working  at  tasks  found  at.  coTOnunityrsites  and  for 
aghieying  etojeotives  in  each  Life  Skilli  area,  / 

Fundamental  skills  are  those  iki lis  or  profieiinoies  in  a 
given  diieiplina  that  are  prerequiiite  to  the  actual 
performanoe  of  applied  skills—that  is /needed  Before 
tasks  can  be  performed*  problems  solved  or  sonoepti 
.leawied. 

For  eKMple^  the  appli  ed  skills  of  invoicing  «id  pricing 
woiiid  have  as  their  corollaries  the  fundamental  skills 
of  fractions fParcantages*  deciiMlii  the  applied  skills 
of  dealing  with  customers  and  writing  a^  would  have  as 
reiated  fundamental  skills  the  ability  to  organize 
thoughts*  stOTRmrize  main  ideas*  liifeen  carefully *and  ' 
understand  graratar/spelling  skills. 


DELIVERING   BASIC    SKILLS  LEARNING 


lasic  akil Is  learning  is  built  Into  eadh  student's  learning  plan 
through  the  same  cycle  ©f  events,  that  underlies  all  EICT 
educational  planning i    assessment*  prescription*  evaluation  and 
integration,    l^ollowing  is  a  suBmu*^^  of  thoM  events  from  the 
peint  of  view  of  the  Basic  Skills  eomponent, 

Assassmant  . 

Individual  assessment  information  is  developed  for  each  studenc 
from  several  sources i  ^  ...  - 

!•  paat^^#<faSational  experiences*  including  transcript 
data  and  observations  of  past  perfo«iance  while  in 
the  progi^am 

2'    instritfient  testing  through  the  CQmprehmmiv^  Temt  of 
Bmmia  Skillm  and  any  otiier  diagnostic  tests  the 
student  may  reqmre  (currently  these  include  thm . 
Pal©  Alto  Hm^ematia^  'TmMt,^.thm  P^ldm  RMngB  Aahlm^ment 
restUnd  a  spectrum  of  tests  .available  as  part  of  thm 
IndlvidMlimmd  Lmmrnlng  for  Adults  prograit™d 
materials  used  in  ipecific  skill  areas) 

3-  ^  learning  managar^s tuden^  assessment  concl^^ionis  drawn 
.   from  their  fi^t  learning  plan  conference  in  which 
they  discuss         student's  ^ilitiei  and  res ulti  "from 
testing  and  previous  performance 
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aUERICUWM  S  INBTEUCTIpN 


4-*    initial  preject  activitiea  and  produetg ,  reviawad 
^  by  toe  learning  manager  for  evidence  of  Basic  C^;llla 
proficiencies  and  nedds 

5.    initial  student  jgurnal  entriei ,  reyiewad  by  the 
learning  manafar  for  further  clues  as  to  aach 
student's  skills 

6*    c^sejrrations  of  itudant  be^hayior  ,  during  tasting"*^  \ 
that  is^  in  what  areas  did  the  student  seem  comfortable  \ 
answering  questions  /  where  did  he  or  she  shw  problem  \ 
of  wderstanding  or  dealing  with  questions  #  wh^.t  \ 
genaral  attitude  ^d  the  student  show  regar^ng  \ 
testing  ^d  so  foitt  j 

1.    optional  Basic  Skills  self^aases^saent  exercises 

perforMd  by  student  at  job  sitas  diiring  e^lorations 
or  learning  levels  (thm  student  practices  saveral  job- 
related  Basic  Skills  tasks  to  see  if  present  abilities 
and  interests  mati^  the  skill  lavals  and  involvement 
required  to  perform  tha  job) 

Several  weeks  after  the  sAool  year  begins  #  staff  meet  as  a  group 
to  pool  their  infojrsiation  and  observations  and  develop  Preliminary^ 
Basid  Skills  Profiles  that  approsclfflately  desctiba  each  student's 
skills  in  terras^ of  thraa  prescription  areas:    genaral  program  work, 
remedial  work  or  advanced  wo^k*    Bie  profiles  ara  updated 
OTntinuously  as  the  yaar  goes  on  to  reflect  current  information 
about  the  student. 

In  using  assassment  data#  tiie  three  prascriptlon  categorias  may 
apply  simiiltanaously  to  one  student.    -For  aKample^  a  student 
might  be  strong  in  certain  math  skills ,  "average*'  in  writing/ 
coimntmications  skills  and  strong  in  rtading  skills.    Having  this 
kind  of  information  claarly  delinaatad  for  every  student  in  the 
p^rogram  enables  staff  to  plan  individual  activities  better  and  to 
gather  resources  and  ganarally  coordinate  learning  among  all 
students. 


Prescription 

Shortly  after  FreliminMy  Basic  Skills  Profiles  are  developed  for 
each  student^  staff  n^at  witl\  parants  and  studants  for  thair  first 
parent  confarencas.    During  these  conferences  a  Basic  Skills  program 
is  projected  for  eadi  studant,    Biese  programs  are  in  effect 
statements  of  what  the  student  intends  to  do  during  the  coming  year 
about  Basic  Skills  laakfning.    %e  laaming  manager  keeps  a  of 
this  prajeatad  program  and  refers  to  it  as  prefects  are  nagotiated 
and  specific  activities  and  criteria  ars  agreed  on  for  individual 
studants. 


Cu^riaulum  Outc:om&&  (Itmm  5) 


All  iasie  Skills  woifk  is  organized  through  project  activitiei 
and  falls  into  one  of  the  toree  general  catefories  outlined  on 
the  Prelimiriary  Basis  Skills  Profile. 

general  pregrMi  work^  studenta,  praatiai  Baaic  Skills  through 
applied  tmmkm  relatad  to  performing  various  project  and  job  site 
actiid.ties*     For  ttoie  activities  deiigned  for  employer  sites  *  the 
learning  manager  refejfi  to  the  Learning  Site  ^alysis  Worn,  for 
each  site  to  nk^otiate  applied  lasig  Skills  tasks  that  directly, 
relate  to  the  job  skills  the  student  will  be  encountering. 

Remedial  work  is  iaplemented  when  tea  ting  i^or  perfoHnance  shws  a 
student  i^  deficient  in  the  f\mdamental  sk  ■  lis  'needed  before 
applied  tasks  can  be  performed,    Wimn  this  occurs  the  learning 
manager  negotiates  a  program  of  special  stii^  in  whidi  the  student 
concentrates  on  the  specific  skill  area(s)  needing  improveffient. 
Prescriptions  are  written  into (project  activities  and,  as  much  as 
possible^  are  related  to  toe  student's  Career  ^velo^ent  and 
Life  Skills  learning.    If  the  situation  mj^wmntB ,  intensive  work 
with  a  tutor  or  individualized  programied  materials  in  the  BasiQ 
Skills  is  planned.    In  some  cases,  intensive  stu^  in  Basic  Skills 
may  be  si;^stituted  for  an  entire  project* 

On  occasion,  when  a  student 's  reMdial  needs  warrant,  staff  will 
contact  specialists  in  Basic  Skills  at  local  ^lieges  or  within 
the  sdioal  distrig-t  to  obtain  their  advice  on  materials  md 
techniqi^s*    If  a  need  is  critical,  the  student  may  be  referred  to 
a  Basic  Skills  diagnosis  and  treatoent  center  located  at  a  nearby 
university. 

Advanced  work  in  Basic  Skills  usually  takes  the  form  of  either 
attendance  at  local  high  school  or  college  classes  or  learning  level 
participation  at  employer  sites  offering  tasks  and  experiences  ttat 
will  exercise  the  student's  advanced  skills.    In  the  latter  case', 
the  student  may  establish  a  semitutorial  arrangement  witii  an 
employer  instructor  with  the  necessary  e^ertise  and  extra  time  to 
work  with  the  student.    Tutors  may  also  be  used  for  special  study 
i^d  staff  may  agree  to  work  with  certain  students  for  short  teCTi 
intensive  work  in  a  Basic  Skills  area.    Whatever  aov^m  Is  planned, 
the  student's  activities  are  written  into  projects  to  insure 
program  cre^t  and  continue  demonstrating  to  the  student  the 
interrelations  among  Basic  Skills  learning  and  eKperiences  in  Life 
Skills  and  Career  Develcpraenti 

Eyaluatlon 

Evaluation  of  Basic  Skills  work  is  continuous  and,  like  the  tasks 
themselves,  integrated  into  Wnm  student-'s  total  learning  plan.  For 
each  Basic  Skills  task,  the  avaluator  is  toe  person  best  qualified 
to  decide  if  the  task  was  performed  satisfactorily,    aese  people 
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cumicvLUM  a  instruction 


include  employer  instrueterSf  students,  tutors,  competenGy  / 
certifiers,  parents  and  staff.     Evaluation  of  projaet  activij^ies 
in  Basic  Skills  follaws  t^a,  pattern  set  for  that  learning  t^rategy 
(see    Cress -Heferenaea"  belsw)  ,  |  Additional  evaluation  is/4lso 
availaJble  from  people  associated  with  anything  the  student  does 
while  in  the  program  and  staff  should  be  alert  to  gaining  fee^ack 
^QUt  student  performMce  at  all  I  ti^ts-  / 

For  exmnple,  a 'con^etanoy  certifier  might  rimark  to  the  learning 
reaouroe  specialise  that  a  student  had  troijtole  compreheriding  ttie  ' 
math'  required  for  ineoma  taxes      Biat*infoo«tion  should  be 
passed  on  to  tee  lemming  manager  for  eventual/ use  in  negotiating 
■  projeota  and  Basic  ikills  aativities.     Similarly^  employer 
insttus^tors  f  even  when  not /formally  judging  a  student *s  project 
activities,  will  have  man^^chances  to  see  how  a  student  handles 
Baaic  Skills.'    ThB  staff  ^^n^loyer  relations  apeaiallat  should  make 
a  point  of  gathering  ohsirvations  from  site  personnel  and  again/  , 
paasing  them  on  to  the /learning  managers*  ' 

'Integrltlon 

Integration  of  Basic  Skills  leading  occurs  naturally  as  students  tary 
out  tasks  in^  varioias  l#ife  Skills  ^Md  career  Devalopmant  activities 
and  discc»ver  for  themselves  where  their  talents  and  limitations  lie.  ' 
Frequent  discussions  between  the  student  and  staff  and  en^loyer 
instructors  help  the  student  better  see  what  the  ragjj ft gatlon 3  of  skin 
deficiericies  md  abilities  are  in  te£TO  of  career  and  lifestyle  goals. 


-  CMOSS-MFEBENCES     "     -  -  - 

See  "ProjectSf"  pmgmM  139^273  ^  for  morm  dBtmils  and  exmmplmB  of  how 
BaMxa  SkillM  are  implmjtmntmd  through  project  ac^vities,  Stu^ 
Qption&  Muah  a&  progrmimmd  matmrimlm  f  tutors  and  spBaiml  olmBses  are 
mlso  Msaussmd  in  thm  MmmB  Mmction- 

The  l&mrnlng  plan  ayale  of  MBMms&nmntf  prmMcrlption,  mvalUMtion  and 
integrmtion  is  furthmr  disauBsmd  in  "Lmmming  Plan  Negotiation/' 
pagmm  43^48^ 

Sem  Appendix  D  for  oopims  of  Ba&ia  Skills  s&lf^aBBeBMment  mxeraiBmB 
s^udMts  nmy  do  at  Job  sitmm  and  an  optionai  prmEariptiQn  form  staff 
amn  use  when  reoording  spmaifio  skills  needs* 

rnd^vi dualized  Lmarning  for  Adults  is  a  complete  set  of  progrmmmed 
Imaming  mtmrialB  that  we  have  foimd  works  wmll  with  high  school 
BtudBntw'  BMBio  Skills  needs.     The  nmterials  are  polished  by 
Researoh  for  Better  SahoolB,  Xnc* ^  1700  Mmrkmt  Stremtf  Philadelphia , 
Pennsylvaniaf  19103,  ,  .=  = 
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Istabliih  methods  and  objectives  for  delivefing  learnirig 
in  the  Career  Development  curriculum  component 


Thm  Carmer  Drnvmlopmrnnt  aQm^nmnt  Hmlps  students  Identify,  a^smsB  Mnd 
reflnm  career  inforrm^on  and  skills  throagh  rBmlistia  e^periencea 
with  pmoplB  And  plmcms  in  thm  aonmrnity^    Career  Drnvmlopmrnnt  learning 
iM  int^Mtmd  Pfim  Ssmia  Skillm  mnd  Life  BkillM  aativitieB  to 
mmphmsimm  the  rmlmtiomhipm  sntong  Mreer  gomlM/  'm'ducMtionml  ahoiam& 
and  lifemtyle  aBpiMtions, 


CAREER    DEVELOPMENT    IS    A    LIFETIME  PROCESS 


Ihe  Garaar  Development  qsraponent  reilacta  EBCl'*?  asiumption  that 
occupational  choicee  reiult  from  broader  concluaioni  made  about 
lifestyle  interests  and  goals.    Program  aotivitiee  are  designed  to 
tive  studtntB  realiitle  axperitncas  at  local  job  litas  where  ttey 
can  examine  and  maka  dacisions  for  thaMalvei  about  the  interplay 
between  parsenal  intaraets  and  abilitiai  and  opportunitias  afforded 
by  specific  careers.  , 

It  is  important  that  Career^^ Development  laaming  be  intagratid  with 
objactivei  from  the  Life  Skmls  and  Basio  Skills  components  so  that 
students  can  look  at  th^E^eives  and  their  potential  career  dioices 
as  part  of  a  total  life  process  of  learning  and  decision  making, 
4  students  deve^lop  toeir  cMadr  ^ans  by  examining  the  many  options 
available.    As  they  encomtar  varioia  kinds  of  jobs,  they  choose — 
baeed  on  an  increasing  understanding  of  what  they  want  from  lifa 
and  what  thay  realistically  can  do  wito  ,  their  abilities—to  gain 
skills  in  specific  occi^ations' and  to  pursue  the  education  necessary 
to  prepare  for  those  careers/  - 


Laarning  Objectivis 

To  insure  that  students  encoimtar  the  range  of  .laarning  experiences 
and  knowledge  nacessary  for  them  to  Mnage  their  career  developn«nt, 
staff  mat  wil^  bus inass  and  labor  representatives  to  develop 
learning  objectives  for  each  of  tiie  progrMi's  outcome  goals  in  ttat 
component,    students  seldom  actualJ,y  see  these  objectives  as  they 
are  intended  to  be  planning  guidelines  for  staff  to  use  in  checking 
toe  validity  and  coroprehaniiveness  of  student  laaming, 

iyoror    Thm  Qb-jmativmm  arm  displaymd  in  Appmndix  B  togmthex'  with 
recommndBd  dmlivmry  tmahniqumM  appmpriAtm  to  each  objmctivm* 


BUILDING    CAREER    DEVELOPMENT  INTO 
INDIVIDUAL    LEARNING  PLANS 


ielf^asaesinieftj-  and  r€Bm^^^(  earthy  interests  and  optioni 
^Aifough  tests ,  'iniFeGtisn       previously  eonplettd  E^loration 
Paekmgeif  ^^^i%vi  Qi  rei©Utet  m^^^^'i^ls ,  Interaction  with  staff 
and  emplsytrs  ^ndt  ongoing  ^j^^g  esqpgr^gnsti. 


CdmpmrisQn  of  job  mitm 
charaete^ieistiei  ^ith  perianal 
interests  and  Wi^^ationi 
throu0i  Exp Ip ration  paskage 


Opti^riai  sonpletion  of  iitp-^ipecifie 
Broi^efi  jgtAvities  to  inoo^oratt 
Career  ^velopmint  learning  with 
laiin  ikilli  aid  tjif©  Skills 


Choice  of  tpeoifio,  3it#^  ;^      j^nq  thoie  explored  to  return 
^    to  fo^.inttnsi^*  ^^^jflin^ i^y#l  aotivities 


Further  examination  of  job  anfl 
site  «Aaraeteristio3  in  tarfli^ 
of  personal  interisti  mnd 
aspirations ;  l<i^^ing  of  job 
skills  thro.ugh  l£4^ 
deyglgjgqvint  aetivltiagi 


Completion  of  projaot  activities 
rtlated  to  the  site^  and 
Qoisup^l^ion  and  also  integrattd 
^ith  Basie  skills  and  Lift  ikills 
objtotivas 


in  addition  I  #s^ioyer  n^j^i^^ng^^  *n4  st^tain  gobp#  t  e  n  gits,  five 
students  inf oration  ab^^t        practiqg  in  oareer-f elated 
issues         ikiHg.    flie^^         jfcferitnged  oonourrtntly  with 
site** related  activities' 


OPTIONAL 

use  of  a  sit©  €ot 

building  level       fain  ©ntry" 

level  skills  in  ^ohosen 

occupation r  used  bniy  when 

other  program  work  ig  up  to 

date 


OPTIONAL 

Use  of  a  site  for  speolal 
Maosg^ri t _le ve  1  pursuit  of  a 
Personal  interest  not  direotly 
telated  to  a  job  or  ooeupationi 
^otivities  usually  organized 
through  projeot  desi^ 
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DELIVERING    CAREER    DEVELOPMENT  LEARNING 


Q^rmmr  Dsvalopsient  objeetivas  an  built  ints  ©aoh  student's  leaning 
plan  tiiTOugh  tiie  same  bMic  ayale  of  tventi  that  imderliti  all  flCT 
educational  planning  i    Miesiinent,  presMiptisni  evaluatian  Md 
integration.    Following  is  a  suroiary  of  those  events  from  the  ^int 
of  view  of  the  Career  Development  componant. 


Assessmant 

Studanta  first  asiess  their  sareer  interesti  by  using  ttie  J elf 
Diifeoted  Search  (SM)  to  rough  out  pois^le  career  options^n  terro 
of  their  personal  oharaoteristios.    Using  ooai^ational  areas 
suggeited  by  SDS  results/  students  further  define  job  poesibilitiei 
of  interest  to  them  through  the -Career  Information  System  (CIS)*- 
a  QOnputer*based  system  whidi  proid.dee  desariptioni  of  jobi, 
requirements  md  training  programa  available  in  Oregon, 

Prescription 

students'  ttan    rasdribe  for  thamselvas  those  sitai  in  tha  ElCE 
employar  network  whera  they  can  pursue  oaraer  eTOloration  activitias 
to  test  out  oaraar  interests. 

After  saleeting  sites  for  explorations,  students  oonfar  with  EBCT 
employer  relations  spaoialists  to  clarify  thair  motivations  for 
choosing  the  sites,    Cumulatiw  infomation  from  otoer  assessmante 
is  usad  during  these  conferances  to  insure  that  tiia  prescription 
builds  on  a  total  profile  of  aach  student *s  interests  and  abilities. 

All  students  must  complate  a  minimwi  of  five  explorations  aach 
program  year,  filling  out  an  Exploration  Packaga  for  aach  site. 

Students  follow  through  on  thair  axplorations  by  selecting  wo£% 
extensive  laartiing  levals  at  job  sites  of  particular  interest  to 
them*    Learning  levels  enable  studants  to  experience  directly  the 
nuances  and  reguiramants  of  job  site  envirjonments  by  working 
alongside  site  personnel  while  practicing  carear  devalopment  skills, 
liearning  leval  prascriptions  consist  of  skill  devalopment  and 
project  activitias  that  students  negotiata  with  program  ieaming 
m<wagers  and  sita  parsonnel« 

Individualized  project  activitias  dually  are  deeignad  to  match 
spacific  career  davalopment  opportunities  at  coirounity  sitas* 
Projects  combine  Life  Skills  arjd  lasic  Skills  laaming  objectives 
with  Carae|r  DevelopMnt  goals  specific  to  ^e  student.    iJiey  are 
intended  to  help  students  gain  through  experience  a  broadar 
undaritanding  of  the  relationships  betwaan  their  caraer/lifastyle 
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CUmiCULUM  a  INSTmCTION 


goals  and  intariai  educatiQnal  and  training  nee^. 

StudtntJ  alio  have  the  option  to  umm  skill  building  levalj,  to 
pUMus  ent^^lavel  jdb  skills  'at  greater  Itngth  threu^i 
praapprenticeahip  and  other  typai  of  training  offered  at  some  sitgS' 


In  additiohj  some  gompatencies  aati^ties  giv©  itudenU  akills 
useful  to  their  ca«er  develapawrt— for  eKample^  interviewing  fo^ 
employront.    All  oompattneiei  alio  entail  itudanta  going  out  and 
making  contaot  witii  oonsiunity  people  and  places*'- again  giving  thtni 
general  eKperienaes  in  toe  adult  world  that  can  help  inotfatse  thei^ 
confidence  and  understanding  of  the  community  in  whieh  thay  may  fag 
seeking  eBaplayment. 

Finally,  broader  cM'eer  development  issues  of  coaroon  valu©  to  all 
students  are  presanted  ttirough  employer  seminars*    ttesa  semiAari 
are^  held  regulMly  tiirough  the  mdhool  year  with  represenWtives 
from  the^  Qommuni^  who  are  dirtotly  involved  in  today  *i  working 
world* 


Eva 1  Mats on 

Studenta  evaluate  theTOelves  as  they  oompaM  personal  intarasts 
and  abilitias  wite  job  charaotsria tics  arid  requirements^  by  comple^^nf 
Ijgploy^ation  Paokagaa  for  ea^  site  they  ei^lore*    aay  al^o  receiy^ 
evali^ktiva  fea^aok  from  site  personnel  «id  the  e^leyar  relation^  ^ 
specialist  who  certify  satisfactory  oo^le^on  of  E^qilormtion 
Packages  *  . 

Further  self^avaluatiQn  of  career  develo^ent  abilities  occurs  as 
students  try  out  the  rhyth^  and  denmds  of  enployer  sitei  througj^ 
learning  levels  ^  which  may  last  from  three  wa^a  to  several  montht^ 
iB^^oyer  inatr-uctori  at  learning  levels  sites  give  students  evalu^tivt 
faa^ack  by 

1.  periodically  completing  a  student  Parfonnance  Review 
afcd  discussing  it  with  tiie  student  and  ampioyer 
relations  specialist 

2.  negotia^ng  Md  certifying  satisfactory  performan^m 
of  specific  jdb  site  skills 

3.  verifying  collation  of  learning  level  project 
activities  perfoCTied  at  the  site 

4>    noting  as  necessary  those  deficiencies  in  Basic  Skiiii 
a  student  should  ingprow  to  successfully  perform 
sita^related  tasks 
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Cujtriculmi  Qutaom&  (Xtmm  6) 


Svaluatian  and  intafration  cQntinuouily  overlap  as  EBCT  adults 
intMaat  daily  with  students  #  halping  ttiem  to  reflect  on  what  they 
are  learning  about  theroielvea  and  their  abilities  in  tiia  light  of 
potential  oareer/lifejutyle  ^oioes  and  fequiremants* 

Evaluamon  fee^aok  is  regularly  integrated  into  the  student's 
,  total  learning  plm  goals  and  dbjectives  tiirough  debrief ings 
between  the  student  ^d  his  or  her  leaming  manager  and  efl^loyer 
relations  speoi^ist*    Negotiation  and  pMioription  of  site  and 
project  aotivities  are  always  based  on  assessment  and  evaluation 
data  gained  from  ^e  student  ^s  previous  performanoe  at  other 
sites  and  with  other  pro jest  activities ^  tiiereby  providing  a 
continuous  integration  of  present  inforiiiiLtion  ^out  the  student 
with  his  or  her  future  plans  for  action,; 

l^ployer  seminars  also  contributa  to  the  integration  of  career 
devalopaient  experiances  and  knowledge  ,  by  involving  students  in 
groi:p  dialog       with  ^imunity  people  about  broad  issues  and 
national  trenu^  as  they  impact  tha  individual  student  and  his  or 
her  career  plans . 


—  ^  -      CmSS-BEFEESNCES  — ^  ^-  "   -  - 

Thm  lemming  plan  ey^ie  of  mBMrnssmmntf  pr&sarlptiQn,  mvAlmtion 
mn4  integration  is  Mmawssmd  on  pmgBS  43^46  of  "Lmarning  Plan 
M&gotiatloh."  . 

Caramr  aM&mBBimnt  InBtru^ntB  And  prpamdurmB  arm  detailed  in 
"Qarmmr  Explormtions  /*  pagmm  llS^llSj  aBmasBmnt  for  all 
ourriaulim  aomponmnts  is  gmnBrmlly  treated  in  "Lmarning  Plan 
^figotiAtion/'  pages  54^65* 

■         \  ■  . 

DisGussion  of\thm  Exploration  PmokagB  and  proamduras  appearM  in 
*'Carmmr  Explorations/'  pmgms  129^120' 

"Lmarning  s  Skill  Building  Lmjmls/*  pages  277^327,  treats  in 
dmtail  thm  rationmIm.^mnd  procmdurmM  for  tho&m  t^o  Immrning 
strategi'ms ,  \  '  ■ 

Spmcial  plaaBimnts  arm  disauMsmd  ms  part  of  "Projects /'  on 
pagm  211* 

Employer  smminars  arm  explainmd  on  pages  455^475* 

DevBlopmmnt  and  asm  of  conmtimity  siteB  and  personnel  for  student 
lmarning  is  disoussmd  in  tte  han^ook,  Employer /C&nmunl  ty  Resourcms , 


Intsgratl'on 
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LEARNING  PLAN  NEGOTIATION 


Ima^mxm  Plm  necrQtiatlM  inelydei  all  those  activities  and 
awaits  neceiaary  to  individtialig©  atudant  iMrning 
%xpm£tmncmm  and  adiisve  pit^g^Ma  gaals*    It  ii  chaMetnrlzad 
by  a  ffoi^phaae  laaming  plan  ^gli  vmiA  ineludai  ttie 
foll^lng  elammtti 

aa^gaaent  of  individual  itudent  neadi,  inteireBt  . 
Militias  in  lAtm  Skills,  Bmmia  «^liills  anc^  Care, 
tevmlppiaant  and  in  trnms  oi  g#n^re  \  paMonal  growth 

prasCTiptiQn  of  individually  n©gottatad  learning  plans 
that  integrate  program  learning  stratagiM  md 
indi^dual  asaassntnt  data 

evajuation  fae^aek  and  reoor&aeping  pvOQmmmmm  and 
forro  for  aonitoring  itudent  progrgss  and  sharing 
infarmatipn  among  prograsi  partioipaiits  . 

intaqratiQn  aeti^tiaa  for  helping  student  lynthesiia 
learning  a^^risnoaSf  assiailata  a^lyatlon  faa^aok 
and  rafina  assasanents  of  thair  abilitits  and  goals 
vrtiila  maating  progran  raquiraoanta  and  account^ility 
standards 


EBCE  PURPOSES  FOR  LEARNING  PLAN  NEGOTIATION 

1.  astrtlish  a  cesron  fraaawork  for  orgmlzing  student  learning 
^through  individual  learaing  plans  toat 

a*    derive  from  one-to^-ona  negotiation  among  itudantB 
and  adults 

are  bi^lt  on  parsonal^naads,  interest  and  abilities 

o.    refleet  individual  differencaa  in  learning  styles 
and  rates 

2.  help  students  to  davelop  life  and  aaammr  goals  toat  are 
personally  relewni^  and  to  ao^ira  the  kMwledge  and  skills 
necessary  for  Mnaging  their  ^duoatlonal  and  aarear/lifa 
planning  throughout  their  lives 
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aUBBICaWH  S  XNSfUUCTION 


3.    affiai        rights  and  wsponi^ilitiM  of  boto  students  and 

staff  /  enaou^afinf  itudenits  t©  aasia^  inereaaing  sresponsibility 
'  for  tiieir  omx  bsha^of  witii  a  eQrreipon^ng  rtduetion  of  tiiair 
dspendsncy  on  adi^t  si^^rvlsion 

,  4.    insuw  that  eadi  student 's  fflOi  83qp#rienTO  is  poiitiva  and      \  , 
aonducive  ts  gvowth  as  a  imiqu©  pMson  and  merabaE^  ©f  iooie^ 

WHO'S  INVOLVED  IN  LEARNINS  PLAN  NEGOTIATION 

Leaning  plan  negotiation  genearally  involves  all  EBCT  itaff  and 
partislpat^g  eroloyer  instguatogs# '  eoTOetenoy  eertifiers  and 
other  goroynity  regourge  pebple  who  may  help  students  or  staff 
plan  for  and  impleaent  par^oula^  aoti^ties . 

Progima  oonpletlon  reqi^reinents  require  input  from  all  staff  and 
goniaimitY  participants  and  approval  by  the  prograa's  governing  body  , 

4  f 

Ae  Studant  Aocountabillty  Syitem  aM  assessment  processes  are 
attended  to  by  all  staff  rad  oonwwiity  partioipants  i  the  student 
e^oordinator  has'  general  responsibili^  for  faoilitating  both 
aoeomtabiUty  and  assessmnt  prooedures  and  oversees  the  co^ilation 
of  rewrd^  for  cre^ntialing  purposes,  ^ 

ae  analysis  of  corauni^  laaaming  site  potential  is  _done  by  the 
aroloyer  relations  specialist  with  eadi  kite's  eaiolover  instruotor. 

'Shm  leMning  manayer'  is  responsible'  for  negotiating  iJidin^dual 
project  acti^^tlsn      4  helping  students  reflect  on  all  their 
learning  plan  e^^:^   :  ;ices^ 

RELATION' TO  GUIDANCE 

planning  luid  nonitoring  fflOi  learning  is  first  and  last  a  st^pportive 
"pec^le'td-people"  process «    We  treat  toe  student  as  an  individual 
and  try  to  work  with  thm  tota^.ity  of  his  or  her  ^eiqperi.@nces  as  a 
growing f  changing  being.    Th^  much  of\tl^  "attitudinal"  basis  for 
planning  and  Donitori.ng  dsri^ves  from  our  i^proach  to  guid^^. 
(^m  '^GuidmaBf"  Student  Jsrvices  J 
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Lamming  Plm  Nrngotistion 


Stepis  to  Follow 


□ 


hgimm  on  essantial  elements  of  laa^ing  plan  ' 


0 


SatayblJ-sh  program  aonplttion  faqulraiQenta 
conmnayrata  with  Igaal  an4  state  graduatian 
standards  ^ 

Identic  p£0€edum  far  aaiesiing  student  leaming 
and  evalaating  ^rowtt 

Agree  on  InforMtlon^sharing  te^uilquei  to  keep 
-program^  partlcri.pant3_infOCTgd  of  atydent  progress 

Bstablish  a  learning  site  ualysis  prooedure  for  ^ 
idantifying  learning  opportmitias  at  §osanimlty 
iltes 

Develop  st^dards  md  oonsaquenMS  for  student 
accomi  ti^i  lity 


Identify  tisi^  periods  and  aj^eetations  for  idiool 


year  act:;. on  lones 
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66 


72 


77 


Bl 


g  I  Agree  on  tachriiquas  for  sup^rting  acoomtability  . 

'  and  aotian  lone  ej^otations 

g  .  Inspect  program  dasign  for  ease  of  presenting  to 

'  students  tad  plan  orimtation  aotivitias 

j^p.  Outline  basic  steps  to  be  followed  in  davaloping 

'  eacdi  s^tudent's  IsMiiing  plan  T 


cuMRxauwM  s  msmticTioN 


iMmmihg  PlMn  NmgoniAt.ion  (l^em  1} 


Agr      on  essential  elsMnts  of  learning  plim  negotiation 


% 

EBCl  curriculum  and  initruetion  is  a  total  ays teira  approaqh  to 
delivering  a  comprehensive  and  in^^dualized  education*    All  of 
thm  various  pMts  of  the  program  work  together  in  a  con^limentary 
fashion  in  the  devaloproent  of  each  student' e  learning  .plM. 
It  is  therefore^  import^t  to  understand  som  of  tiie  concepts  and 
patterM  that  imdarlie  the  many  different  prograffi  t^chniquey  and 
proeessas  described  in  this. handbook.    Follwing  we  offer  siammary  ^ 
reroarks  about  the  i^ortance  of  negotiation  Md  tiie  nature  of  the 
learning  plan  cycle  as  these  concepts  relate  to  individualized 
learning*    Also  presfeted  is  a  brief  diicussion  of  the  comon 
elements  whidi  all  learning  strategiesi  should  have  in  crder  to'  fit 
into  the  learning  plan  cycle. 


LEARNING    PUNS    AND  NEGOTIATION 


LBArnlnq  pImm' arm  wmll^MnMlyzBd,  smqiimnamd  sets  of  learning 
mativitims  indlvidumlly  negotiated  wi^  studmnts  to  mvm  thmm 
toward  eiaarly  definmd  learning  gomls.    Learning  plan  dmvmlopmnt 
is  m  ongoing  prooes&  by  wM^  Imarning  is  strwturmd  mnd  goals 
arm  rm fined  for  maoh  student  througrhout  the  program  year. 

The  aondmpt  and  practice  of  nmgotlation  im  absolutely  mmMmntial 
to  learning  plan  deyelQpmmnt^    In  a  broad  mmnBm,  tte  spirit  of 
nmgotiation  cftaractarizes  the  atmosphere  within  whi^  Btudents  and 
adultB  oontinually  e^chmgrn  idrnmSf  observations f  information  and 
opinions^    More  specif i ami ly ,  it  is  a  tool  whiah  evmryone  in  EBCE 
can  rmly  on  in  thm  coursm  of  /sateing  decisions  about  sicudent  learning 
plans  and  student  behavior  in  general.    It  occurs  throughout  'the 
learning  plan  cycle  as  aativities  and  criteria  are  developed  that 
mateh  the  goals  and  expectations  of  tta  student/  the  program  and 
the  cOilwiynity. 

Giving  students  realistic  es^erienees  in  negotiation  is  essential 
to  preparing  toem  for  adult  responsibilities  in  the  comnunity  and 
to  acconwiodating  ea^  student's  ins^^ate  as  well  as  future  needs 
and  aspirations.     Im  much  as  possible,  students  should  be  free  to 
decide  for  themselves  what  their  career  and  life  goali  are  and  what 
educational  planning  is  needed  to  achieve  those  goals.     In  EBffi,  , 
negotiation  encourages  decision  making  by  providing  for  continuous.^ 
information  exchanges  among  students  and  adults  so  that  students 
have  many  chances  to  epcamine  themselves,  their  ^ilities  and 
Interests  and  to  clarify /values  and  set  goals  reflecting  their  own 
TO Lque  personalities.  / 


CUmiCUWM  S  INSTEUCTXON 


they  work  with  students  to  build  in^vidual  learning  plans, 
staff  fulfill  roles  as  f aoilitators ,  planners,  man ar^rs— always 
negotjating  in  an  anergetie even  aggressive  fashiqn  the 
relationship  between  what  thmy  know  about  the  student  as  an 
individual  and  what  tkey  know  about  the  conroiinity  in  general.  'Hiu^i 
while  students  are  enGOuraged  to  take-  thm  laad  in  pluming  their 
learning  oaths,  program  adults  al^o  challenge  them  constantly  to 
stret^  thes^elves^ — 'to  reCTgniie  where- and  when  they  are  avoiding 
learning  options  that  mi^t^  with  more  effort  on  ^eir  parts,  open 
up  new  possiiilitiM  for  finding  me«iing  and  satisfaction  as 
individuals  ana  as  mettbers  of  society. 

3y  building  the  itMoture  of  each  learaing  plan  through  negotiation, 
mo:  in  effect  bidlds  a  system  of  dieeks  and-- balancjs  into 
l.idividualized  and  coTOitmity-based  education.     Students  are  ^le  to 
articulate  individual  ^fferences  and  follow  tiirough  on  pIms. 
Adulta~both  program  staff  and  people  from  the  commmity—are  able 
to  respond  directly  to  eadi  student  in  the  development  and  p^sui^ 
of  leaning  activities  and  to  help  students  make  their  df.cisions 
in  the  larger  aontesrt,  of  kdult  and  community  esqpectations  * 


THE    LtARNING    PLAN  CYCLE 


The  Imarning  plan  ayale  describes  a  logiaml  prnttm^n  toafe  is 
rmfleatmd  in  virtmlly  all  studmnt/ program  intmraationM  and  is 
rmpmatmd  conrntantly  through  the  development  of  individual  learning 
pians,    Thm  ayclm  gumrmntBmB  aorwiMtmncy  of  treatmmnt  amng  all 
studmnt  iBarning  matlvitimm  and  inoludmm  four  bAmia  phd&ms: 

ASSESSMENT^    thm  gathmring  and  continuml  updating  by  stiff 
and  Mtudmits  of  ,diMgnoBtic  Informmtion  about  eaah  studmnt' s 
lestrning  styls/  intarasts  mnd  ahilltims 

PmscmPTIONi     thm  plmiming  of  individual  aativitims , 
resQuromM  and  aritexia  for  Imarning  strategims  bammd  on 
'  intUviduml  sMMmssmmnt  data  and  negatiatmd  to  memt  ioth 
individual  and  pragj"^^  goals 

Enr,UATION,^    judging  pmrformanam  of  Imarning  stratmglms  and 
gmnmral  growth  in  taims  of  &aah  studmnt  *m  mxprmsMmd  goals 
•  mid  asBmmmmd  abilities 

INTEGRATION i    helping  students  rmfleat  on  and  Mynthmsize 
learning  mxperimnams  and  re  fine  ^mlf^aonampts  and  aaremr/ 
lifmstyle  goals  as  part  of  a  total  growtt  proaess 
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STUDENT    ASSESSMENT  ^ 


Ar.'jasaing  what  you  have  to  start  with  is  an  important  first  step  to 
ct^y  deciiion  m^ing  oc^^^wth  aetivlty.    Using  a  variety  of 
infornation  iouroei--'inolTiding  student  salf-assesimant,  staff 
observatiQne ,  toe  Student  AeoountabiliQ*  System^  parformnce 
reviews^  Basic  SkiJ^la  testing  ^nd  past  traMcript  data^ — the  student 
works  with  staff  to  address  tiie  questions: 

Whmt  havm  I  mlr&Ady  tried  and  know  that  I  ^mn  do? 

What  do  J  likB  to  do? 

WhMt  Mm  I  QB^pmhlm  of  doing? 

Wimt  1&  important  to  im  now  and  for  thm  futurm? 

^atever  the  assessment's  ^purpose—whether  academie,  career  or 
personal  growth— its  major  focus  is  where  the  studenu  has  come 
from,  where  he  or  she  is  now  and  what  kii^^^ti  of  things  look  appealing 
in  the  futmre*    Special  attention  is  giveii  to  what  students  know 
about  theMelves  and  Aeir  unique  learner  characteristics  such  as 
hpw  and  where'  they  like  to  learn  and  what  pace  they  like  to  keep* 

Dm-ing  subsequent  negotiation  of  individualized  learning  pl^s^ 
tiie  mCB  staff's  professional  judgment  is  backed  up  by  accurate, 
mirrent  and  objective  inforsation  about  tiie  student i  previous 
e^erienoes^  personal  characteristics,  aspirntions  and  status  in 
all  program  learning  activities,   (See  Item  3,  page  54,  for 
aBsaasmnt  details.) 


PRESCRIBING    AND    IMPLEMtNTING    LEARNING  STRATEGIES 


Following  the  initial  assessment  phase, \  student  and  staff  negotiate 
learning  goals,  aGtivities,  performance  criteria  and  resources 
coOTnenii urate  with  toat  student's  identified  needs  and  expressed 
intere^^its.    An  im^rtant  staff  responsjisility  at  this  point  is  to 
help  the  student  creatively  desi^  a  plan  that  will  meet  bc^ 
learning  and  personal  development  goaLi  thrbu^i  each  of  the 
program^s  learning  strategies:     career  essplorations ,  projects, 
learning  levels,  roi^tencies,  journals  and  employer  seminars. 
Ihis  prescription  for  thm  student's  learning  plan  draws  on  assessment 
information  and  relates  directly  tti  program  raqmrements  and  outcome 
goals,  \^ 

thm  student  works  with  staff  to  m^e  the  first  severa^Xgoals 
short-tem  and  htgh-ly  specific.     At  thm  naim  time,  ttey^discuss 

\ 

\ 
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how  achieving  th^/  goals  will  relate  to  the  student's  Icng- range 
career  and  lifetisiA  aspirations,     aese  latter  goals  are  usually 
very  broad  mnd  tentative i  EBCT  toes  not  push  thm  student  to  decide 
on  a  conorete  ana  gt^ranteed  "lif^tdme"  qareer.     Rather  staff 
introduee  them  to  the  need  for  GDntinually  making  md  refining 
long^teEm  goals  as  an  inportant  aid  in  making  immediate  deoisions 
about  the  present.     As  students  eKperienoe  sucoesses  and  failures 
in  achie^ng  various  short-tem  goals,  their  interaction  witii 
learning  environrents  and  resource  people  helps  them  refine  broader 
futur*!  plans.    At  the  same  time,  they  develop  toe  ability  to 
consider  more  options  and  be  generally  responsive  to  changing 
concepts  of  self  and  Ganges  in  thm  world  about  toem, 

'Bie  student  individually  sets  out  on  the  course  of  action  negotiated 
with  the  staff  member  and  works  to  accomplish  the  plan,  -testing 
the  relevancy  of  goals  through  participation  with  esployer 
instructors  and  other  coimunity  adults.     It  is  here  that  EBCT's 
community  base  cotos  into  stabstantive  contact  with  individual 
student  learning.    Students  interact  witii  many  different  adults  to 
share  infoOTation  and  personal  es^riences,  negotiate  tasks, 
utilize  resources,  learn  skills  and  gain  knowledge, 

'Siroughout/  "^e  student  is  encouraged  to  speak  up  when  particular 
activities  prove  to  be  either  too  fflfficult  or  nonproductive.  Bie 
student's  ability  to  renegotiate  the  specifics  of  the  learning  plan 
is  vital  to  the  success  of  negotiation  as  a  guidance  process. 


EVALUATING    EACH  STUDENT 


Evaluation  looks  at  what  students  have  done  to  achieve  the  goals 
they  set  for  themsel%^s*     It  is  based  bote  on  adult  observations  of 
studerjt^s  perfomance  and  on  the  student's  self -evaluation. 
Evaluative  feedback  and  dtoriefing  conferences  are  required  for 
all  learning  strategies,    Thm  student  and  an  adult  discuss  the 
evaluation,  its  implications  for  the  student's  plans  md  possible 
Ganges  in  behavior  the  student  might  want  to  nmke. 

As  much  as  possible,  the  people  who  evaluate  the  students  are  those 
who^  have  worked  witti  thmm  while  the  learning  activities  are  being 
performed.    On  an  informal  basis,  staff,  eitployer  instructors  and 
othir  adults  have  many  opportunities  to  talk  wite  the  student 
about  performance  and  growto.    An  important  part  of  evaluation  is 
its  ea^hasis  on  the  student's  increasing  ability  to  reflect  on 
first-hand  experiences—tD  see  the  results  of  decisions  made  and 
to  assess  the  effects  Voices  have  on  self-concepts  personal 
relevancy  and  lilies tyle/career  aspirations. 


iMAriung  Plmn  NQgotiMtlon  (Itmm  1) 


Beeai*sg  it  brings  together  the  student's  own  impresaisna  witii 
adult  obse^ations  and  causes  both  participants  to  review  and  reflect 
on  thm  learning  activity^  evaluation  blends  naturally  into  the 
culminating  phase  of  the  learning  ^cle"integration.. 


INTEGRATING    EXPERIENCES    AND  GOALS 


Integration  of  the  learning  es^erience  by  the  student  consists  of 
internalizing  the  e3^erience--seeing  the  relationship  between  toe 
parts  and  tiie  whole,  refining  goals  ^  fomulating  a  new  prescription 
vdien  appropriate  and  understanding  the  in^lioation  of  toe  e^^rienee 
for  futiare  actions  m  much  as  the  specifics  of  the  cwrent  or 
recent  event. 

i 

After  each  learning  activity  and  d\iing  the  evaluation  intervi«^, 
the  student  emmines  his  Off  her  accon^lishisents ,  personal  ,talents 
#nd  interests  and  looks  again  at  tentative  career  and  life  goals. 
For  exMple^  n^y  sti^ent  projects  end  with  critical  toinking 
wrpp^up  acti^ties ,  which  involve  a  review  by  the  student  and 
learning  mmager  of  the  student's  project  Activities,  ^ese 
wrap-ups  are  e3^rBSsly  aiMd  at  helping  the  student  put  his  or  her 
TOst  recent  activities  into  a  broader  parspective*  Similarly, 
student  and  employer  instructor  discuss  the  broad  in^lications  of 
their  evaluations  of  one  anotlier  during  the  learning  level  final 
performance  review.    As  the  student  refines  and/or  modifies  these 
decisions,,  the  cycle  repeats  itself  and  the  student  again  meets 
with  a  staff  person  or  other  adult  to  negotiate  new  learning  goals 
that  are  commensij^ate  with  past  e^eriences  luid  pri?sent  sense  of 
self  ^  as  well  as  future  goals*  . 

As  the  students  gain  ea^erience  in  using  this  cycle ,  they  are 
encouraged  more  and  more  to  take  the  initiative  in  arranging 
meetings  and  proposing  terms  for  negotiation.    They  begin  to 
structure,  plan  and  then  negotiate  ever  larger  segments  of  their 
learning  and  to  take  greater  responsibility  in  meeting  tems  and 
target  dates  and  accepting  the  consequences  of  toeir  behavior. 

As  students  become  more  skillft^  at  nego^ation,  they  come  to 
understand  tiie  benefits  of  the  process,  internalize  it  and  transfer 
it  consciously  to  other  life  situations*     It  becomes  their  ays tern" 
one  yiat  works  for  them  again  ^d  again,  one  that  m^es  personal 
success  more  obtainable  on  short-^term  Md  long-term  bases  alike. 

Tflius,  although  listed  as  the  final  phase  of  the  cyc]^,  integration 
occiirs  continuously  d^ing  the  process  of  assessment,  plaMing, 
evaluating  and  following  through  on  courses  of  action. 
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cumicunjM  £  instruction 


In  Sunffnary 

student  learning  is  e^mluated  in  terra  of  what  each  student 
initially  a©ntrae^  t©  do  in  partioular  learning  activities. 
IntegratiQn  af  student  learning  occurs  continuously  m  stiMents 
and  staff  negotiate  i!iMvi*^al  prescriptions  and  discuss  various 
evaluations  of  the  student's  progress,    Eaoh  prescription  should 
cofflbJjie  learning  objaotives  that  matoh  assaasoint  infomatioii  about 
the  student's  nee^  with  evaluation  infosmtion  about  earlier 
performanra ,    Iji  twm  tee  prescription  should  be  discussed  with 
th*i  student  so  he  or  she  oie^ly  imderstiuids  hw  different  objective 
come  togetoer  in  a  learning  activi^  and  how  that  activity  can  help 
the  student  adiiew  both  MEnediate  and  long-range  goals*  — 


LEARNING  STRATEGIES 

.^EBCT  learning  strategies  i^ed  w  deliver  individiaal  learning  plans 
are  detailed  separately  in  subsequent  sections  of  this  handbook. 
All  strategies  are  designed  to  interface  with  one  «iother  in  the 
learning  plan  cycle ^  to  provide  integrated  leajming  opportunities 
in  all  three  ciirriculum  coi^onents  and  to  feed  logically  into  a 
laaster  record  system*    As  mudi  as  possible,  the  strategies  should 
share  the  following  confflion  -  l/^Aentsi 

1.  specified  rationale^  activities,  resources  and 
products/criteria 

2.  clearly  defined  target  dates 

3.  be  perforffied  at,  or  involve  experiences  from,  sites 
in  the  conmunity 

4  •    student  involvement  in  active  uMm  of  the  coninunity 
as  a  resource  pool  (people,  places,  ma terik Is) 

S*    frequent  student  involvement  in  ''leamljig  by  doing'' 
G3€periences 

6.  goals  tailoMd  to  individual  needs,  interests  and 
abilities  and  commensurate  wi^  assessment  information 
for  each  student 

7.  measur^le  performance  criteria  negotiated 
in€U.vidually  with  ea^  student 

8 .  emphasis  on  ca«er  planning  and  lif etire  learning 

9.  cofflmimity  pe^le  involved  in  the  evaluation  process 


LeajTiincr  Pian  Nmr  siation  (Item  1) 


LaaxTiing  strategias  are  incy^vidualiMd  in  terms  of  the  apacific 
content  ©f  aach  student 's  aetivitias^  tha  languaga  in  which 
objectives  are  written,  the  scope  of  laaming  Intendad  and 
student's  learning  rate. 


See  Itmm  10,  pagms  9" -100,  for  a  step-^y-step  outline  of  learning 
pi  &n  dm  vml  oprmn  t  * 

You  mAy  Also  wish  to  look  mt  "Guidmnam /*  Student  Smrviams ,  to  read 
more  about  the  people  sldm  of  EBCE  processes . 

Another  important  pmttern  in  EBCE  Im  the  relationship  be^een 
oritioml  thinkli^  proamdures  and  the  steps  students  follow  for 
aarmmr  mxplormtionB  md  project  nmgotiation"Sme  pmgcs  113  and  229  f 
respBctivBly ,  for  dlBplaym  highlighting  ttis  pattern. 

The  lemrmng  plan  cyalm  is  also  displayed  in  relation  to  learning 
levels  in  "learning  and  Skill  Building  Levels page  284. 


mOSS-REFERENCES 


CURRICULUM  a  INSmuCTION 


NOTES    TO    STAFFi    EBCE  CONCEPTS 
TO    KEEP    IN  MIND 


SmvmrAl  basic  aoncmpts  and  aonviatlons  undmrlim  EBCE's 
appromah  to  individualizing  instruation^    FollQwing  is  a 
smmm^  of  important  tMngs  you  Bhai^d  kmep*in  mind  whsn 
working  with  ES^  stZMtmglmM  And  teahniqums*     For  m  marm 
dmtallmd  Burvmy  of  program  chMractmristlas  smm  the  Program 
Ovmxvimw  packmt  which  aaconpanlmm  these  h^dboQ/es* 

Expagientl^  leamlng_^_^^ha  cocaiiaiiq:*    Students  prisiarily 
"Imam  by  ^ing"  through  realistic  e^ariences  at 
Bmt'^Mqm  In  the  local  eosimimity  where  they  have  many 
Qpportimities  to  see  for  thOTselves  the  relationship 
between  Imakniiig  and  living* 

Student-eentered  and  individualized  >    Saeh^  student '  s 
learning  is  tailared  to  n^trfi  his  or  her  imique  learaing 
rate  and  s^le  and  is  prescrjied  in  terms  of  individual 
interests,  needs  and  abilities* 

Career  eduQation,    We  view  careers  as  life  paths  and  try 
to  give  students  many  appertunities  to  eKaiaine  and  i^efine 
their  speoific  job  interests  and  sMlls  in  terms  of  the 
total  lifestyle  aspirations  and  in  relation  tb  the  multiple 
roles  they  must  play  in  a  ooa^lex  teohnological  ^rld« 

'flhe  ghalXenge  to  ohogse .    itudents  le^m  by  majcing,  acting 
out  and  being  responsible  for  a^ny  speoifio  decisionf 
about  themselves  and  what  they  want  to  do  with  their  lives  • 

Leartiing  is  a  lifelong  process.    We  focus  on  ttm  imderlying 
processes  and  skills  necessary  for  students  to  manage  and 
direGt  their  own  learaijig  throughout  their  lives* 

^^prehensive  md  integrate(i_educa^gn>.   Learning  in 
various  skill  and  toowledge  areas  is  blended  together  in 
ways  that  reflect  the  realities  of  everyday  life?  students 
achieve  objectives  in  Life  Skills ,  Basic  Skills  and  Cueer 
Developmint  c\^riculw  areas  tiirough  activities  that 
orgMise  tinSr  place  and  subject  content  to  meet 
realistically  both  ti^ir  personal  needs  and  those  of  our 
culture  for  concerned  and  self ^directed  young  citizens. 
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Learning  Plan  Negotittion  (Itmm  1) 


NOTES    TO    STUDENTS:    SOI€  THOUGHTS 
ABOUT    YOUR  LEARNING 

Lsaming  iM  thB  process  of  gmtting  to  know  yourBmlf  And 
th#  wrid  you  llvm  In,  so  th^t  you  cm  fmiGtion  Mttar  as 
a  mlf^muffimimnt  mnd  oontributing  nmmbmr  of  soaimty, 
EKE  ahoomem  to  m^hmmi^  tAe  total  dBvmlopmant  of  thm 
Mtudent.    ^  xmmgnimm  that  you  will  Imam  bmst  whmn  you 
are  working  with  Mu^jmots  of  your  ahoiamf  in  a  lamner  bmst 
suitmd  to  you*  - 

pj^obmbly  thm  bmmt  thing  EM^  a^^a  do  for  you  is  tmaah  you 
how  to  Imam,  not  tmll  you  what  you  havm  to  Imdm.  Thmre 
arm  too  mny  famtm  right  now  for  anyonm  to  Imam  timm  all 
in  a  lifmtlm,  and  thm  body  of  knowlmdgm  is  incrmasing 
rapidly  t    Jumt  tmn  yma£B  from  nrnf,  thmrm  rmy  bm  twi^  as 
mmny  faots  to  know*    no  onm  aan  tmll  you  now  for  sure  all 
of  thm  things  you  will  havm  to  Jmow  in  thm  future  wtmn 
you  arm  out  on  yryw  mm*    But  thmrm  arm  mrtain  basic 
things  that  wm  know  you  will  nmd  to  know  (how  to  rmad, 
writm,  add,  gmt  a  job,  file  taxm.n,  dmal  ^ith  Imgml  fights 
and  rmsponsibilitiem ,  oopm  with  other  pmoplm,  copm  with 
yourself,  and  so  forth)  ,    Thmse  basics  are  a  part  of  thm 
EKE  Imuning  program*    Our  list  of  rmquirmmmntm  looks 
long  at  first  glancm,  but  don't  let  it  wor^y  you*    If  you 
tudgmt  your  time  you  will  havm  no  problmm  aomplmting  the 
program  * 

Thm  SMCE  staff  is  awarm  of  thm  fact  timt  wm  Imarn  best 
thosm  things  which  are  of  high  intmrmst  to  us.  fhmrmfore,. 
Btudmnts  are  affmrmd  choirs  of  what  and  how  they  arm  to 
Imarn;  howmvmrj  such  choices  must  be  within  ^hm  basic 
naturm  of  thm  SB^  pro-am  and  its  intmnt^    Choicms  arm 
madm  through  thm  procmss  of  nmgotiation  with  Immrning 
m^agmrs  and  otter  staff  mn^rs^    in  this  proomsB, 
information  about  your  mduaational  nmeds,  thm  reality  of 
your  carmmr  intermsts  and  your  insmdiatm  as  wmll  as  future 
needs  arm  blmndmd  into  an  "mduaationml  agrmmmmnt*'  about 
what  you  will  bm  doing  this  ymar. 

Thm  rmsponsibility  for  Imarn^g  rmsts  with  you,  which  is 
really  the  way  it  should  bm.    We  arm  linking  forward  to 
hmlping  you  learn  to  assumm  rmsponsibility ,    Wm  arm  ready 
to  begin  any  time  you  arm* 
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OJmiCUWM  5  INSTRUCTION 


Eatablieh  program  completion  raquirements  comiensuucate 
with  local  and  state  gradiiation  standarc^ 


ESCE  rmquirmmmntB  for  students  grmduatlnq  from  the  program  are 
Gouahmd  larg&ly  in  pmrformmnam  tmrms  wiuA  Mpmaify  nmbmrs  and 
types  of  sc^vitimm  to  hm  complmtmd.    In^viduml  contmnt  rmquirmmmntB 
arm  n^otiatmd  with  mam  mtudmnt  to  rmlats  Qwriaulmn  goals  with 
the  kin^  of  infcvmation  and  skills  tJimt  partiaular  young  pmrBcn 
nmmds  to  aon^num  pursuing  pmrBonal  aarmmr  and  lifBStylm  goals  on 
m  lifmtisw  bmsiM.    BSCE's  rmqulrmmna  are  as  followm: 

EaA  y&ar,  studentB  must  aompletm  ttn  projmatSr  two  in  mmch 
Life  Skills  ar&m;  maoh  should  inaludm  Basia  Skills  aatlvltlms* 

All  thirteen  mmpmtmnoims  must  be  aomplmtmd  by  mil  studmnts 
(whether  ^ey  enter  as  juniors  or  seniors)  , 

Emoh  year^  studentt  must  complete  a  minimtm  of  five  career 
exploratims  and  generally  dmmns^ate  adequate  use  o? 
employ er/cQnmmity  site  resources  and  opportunities  to  the 
satimfaatlon  of  staff  and  employer  ins^uctors , 

Salver  Clausm:    Any  of  ^e  above  reqmrements  my  be 
modified  or  waived  on  the  written  recommendation  of  a 
staff  mmber  and  approval  by  the  program  admlnim^ator . 

To  con'^num  in  the  program  until  graduation  students  must  also  met 
basic  behavior  and  pmrformnce  standards  outlined  in  the  Student 
Aacountabllity  System^     (See  page  78)  .    On  mmetlng  the  abo^m 
requirements,  students  receive  a  standard  high ^  sat oal  diploma  from 
the  cooperating  high  school. 


QUALITY    VERSUS  QUANTITY 

While  the  program  requiresients  may  appear  to  stress  quantitative 
measures,  ttiey  dto  not  and  are  not  intended  to  refleot  the  mmy 
qualitative  oriteria  that  are  set  by  staff  and  students  in  the 
day*to*day  purauit  of  learning  ^etivities/  eaoh  individually 
negotiated  and  baaed  ©n  oontinuous  aisessment  of  need^  interest  and 
iJsility,  / 

For  exa^le,  one  requirement  is  that  students  complete  ten  projeots 
per  program  year.    Behind  this  requireTOnt  are  oertain  es^eotations 
for  ea^  projeot  and  a  standardiEed  format,    Witoin  this  framework 
toera  is  still  provision  for  in^vidualization  throughout  the  projeGt 
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Lmkxning  Pl^  NBgotiMtlon  (Itmm  J) 


process,.  Activities ^  resources  and  products  are  negotiated  accordinf 
to  the  student's  interests^  abilities  and  needs. 

teiteria  for ^evaluating  products  are  negotiated  on  the  basis  of  a 
wide  range  of  assessment  data  pn  the  student^  including  the  student's 
self'-asseaSTOnt,    Target  totes  for  conpletian  of  activities  are 
negotiated  to  aoeOTG»date  the  student's  abilities  and  learning  rata, 
CQsmunity  or  employer  site  acti^ties  are  con^tioned  by  the  work 
places  students  choose.    Some  activities  are  evaluated  by  program 
staff r  soma  by  employer  instructors. 

Similarly,  "adequate  employer  resource  utilization"  is  judged  on 
the  basis  of  a  varied  of  infooiation  about  the  student 'i  use  of 
and  performance  at  sites'  in  toe  cosmunity,     Ciese  include  toe 
record  the  student  must  keep  of  attendMce,  regular  performMce 
reviews  completed  by  the  es^loyer  instructor,  d^riefings  wito  the 
student  by  toe  employer  relations  specialist,  learning  manager 
assessmtnt  oi  site^related  project  activities  and  informal  use 
of  the  aceomitability  standards  and  regular  staff  raee tings  to  discuss 
each  Student's  particular  performance,  attitude,  beha^or  and  so 
forth.  .  * 

In  short,  the  quality,  always  a  adjective  issue,  is  closely 
attended  to  throughout  the  stu^nt's  work  in  the  progr^,  Ihe 
quantity  of  the  student's  work  serves  as  a  rough  control,  primarily 
to  insure  that  the  student  encounters  minimal  experiences  in  all 
three  curriculi®  content  areas . 


COMPLETION    REQU I REMENTS    AND    PROGRAM  STATUS 


The  natu^  of  (CT)2'^  requirements  was  also  influenced  by  several 
other  factors.    First,  revised  high  school  graduation  requirements 
in^lementad  in  Oregon  in  li74  provi^d  a  favorable  climate  in  Oregon 
for  e3^rienca-basad  perf ormance^orianted  progriM*    Second,  EBC^'s 
conssittaent  to  cOTnnmiity  input  and  participation  lad  staff  to  involve 
r epre sen tativae.  from  toe  local  eonraimity  in  designing  raquiraaients 
suitable  to  toe  nMds  of  eop layers  as  well  as  educational 
institutiOTs,     Finally,  endorsement  of         2  as  a  pilot  program  by 
toe  local  school  distoirt  and  the  Oregon  State  Departoent  of 
Education  permttad  f^escibility  in  the  design  of 
requirements  tailored  feo  s^cific  EB^  characteristics. 


-   CROSS^REFERSNCE  --^^^^---^--^ 

see  "Program  Entry/Exit,"  StudBnt  Smrviamsf  pagms   37^41,  for 
diECuMBion  of  (^J^'b  crmdmntialing  procmdurms  *    San^l&&  of  its 
crmdmntiallng  ^rtfollQ  appmar  in  Appmndix  D  of  that  handbaak. 
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I^ntify  proced^es  for  assessing  student  learning 
and  evaluating  growth 


BouTQmB       ^BmBsmmnt  And  evaiua^on  dmtm  havm  been  sumrnrimmd  in 
t^e  dmsarip^ons  of  emah  curriaultm  aomponent  which  appm^  in  the 
prmceding  sec^on  (mee  "Crass^Refmrencms"  below,  page  65). 
Fallowing  is  a  dlsaussion  of  proaedures  used  to  gather ,  record  and 
macBss  All  MSBeBsment/BVdLj uMtlon  Information. 


PRELIMINARY    DIAGNOSTIC  INFORMATION 


To  aarva  as  a  baseline  for  all  nego-^atiQn  with  student*  dia^ostie 
information  for  ea^  inOTmng  student  ii  gatiiarad  on  a  single 
Student  Frofile  foam  (see  following  page)  whi^  stjnasarises  tr^icrip 
.data^  testing  results  and  student/staff  interviews; 

_  ■  J*. 

Transcript  Data  . 

Before  the  school  year  begins,  the  student  oTCrdinator  gathers 
trans  eript  data  on  inooining  stiidents  and  trtaslates  it  to  a  foro 
usable  by  staff*    Biis  infowiation  may  be  kept  on  a  meino  slipped 
in  the  student*!  file  or  sismarized  on  the  Student  Profile  form, 
depending  on  its  ralevance  to  MCT  learning  strategies  and  goals. 
Learning  naanageri  and  other  staff  make  use  of  it  as  need  be  during 
their  learning  plan  conferences . 

Basic  Skills  Tasting 

Before  the  school  year  begins,  all  students  OTme  to  ttie  learning 
center  and  take  oertain  sections  of  the  Comprehensive  Test  of  BaMlQ 
Skills  (CTBS)  ,    ttis  instnaaent  yields  scores  in  reading  ly^ility, 

it^c  and  study  skills*    After  the  tests  are  sOTred  the 
5        nt  coordinator  condenses  the  results  in  a  diagnostic  format 
and  tjnters  them  on  the  Student  Profile  for  learning  managers  to 
use  when  negotiating  Basic  ikills  project  activities. 

For  students  whose  CTBS  scores  in^cati  a  need  for  more  precise 
information,  the  program  uses  several  other  instrumfjnts*  Biese 
inolude  the  Pmlo  Alto  Mmthetmtias  Test,  the  Wde  Range  A^ievemnt 
Test  and  a  complete  spectrum  of  pre  and  post  tests  available  as 
part\  of  the  Jn^ vidua Jized  Learning  for  Adults  (IIA)  progranoned 
learrving  materials.  Students  may  take  any  of  these  tests  at  any 
— timi  during  the  year  that  thmY  or  staff  feel  it  necessary  to  □btain 


STUDEh^  PROFILE 

Student  mm:  Ralph  Ht^nry  ,  . 

CARilR  ASSESSHINT^    Eaployir  Relations  Specialist 

Date:  10/17/74  . 

Rdl|ih*s  r^spon^es  to  the  CIS  quesionndire  ylirai'tat^d  ail  but  one  occupation  {painter)  from  his  ii^t,     liib  esprussuU 
plumbing  was  omitted  by  restrictions  on  Questions  5  (city  sizy-rurali  and  a  (education-high  sehool) ,     kdlph  has  wiU 
any  job  offered  him  in  the  construotion  tie  Id,     He  goes  about  his  work  cjyietlyj  fulfilling  site  attundanee  rtquiremt^ 
e.^.pioration  packets  of  high  quality.     Ralph's  behavior  in  employer  site  participation  indicates  tliat  h^  needn  help  i 
his  yoal^i  whtn  planned  #ctiv%L4es  are  postponed.     He  will  be  encouragt^rt  to  check  in  a  few  tin^s  each  w&ek  to  ruix>rt 
and  activities.     It  is  reeoffajt-nded  *  that  Ralph  continue  in  a  variety  of  explorations  until  skill  buildinij  expcrienct'^ 
can  be  arranged  for  hi».     The  results  of  the  SOS  indicate  that  Kalph  would  like  to  explore  the  following  jub  arcasi 
carpenter,  fish  and  game  warden,  welder,  vocational  agricultural  teacher. 
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BASIC  SKILLS  ASSESSMENT;    Student  Coordinator 

0%tt:  2/12/74  ^  , 

Test  Results  and  jntefpfetationi     STBS  ReSULtSi     the  folluwing  tests  to  bu  completedi     Peadiny  and  Arithroetic.     Areas  ot  ^truiigth 
Language-^scores  in  expression  indicate  no  apparent  pattern  of  difficulty,     atudy^  Skillsi     Ralph's  scores  in  graphic  E^tcriaKs  "^ 
ate  of  acceptable  perforfflance  and  indicate  an  ability  to  decipher  information' qraphicairy' represented.    Areas  of  Weaknoss- 
Laiiguage^ — a  score  of  10  out  of  30  spelling  items  indicates  that  Ralph  needs  ai^'civities  in  which  he  strengthens  and  oxpaiids  his 
spelliiig  skills  by  doing  a)  projects  working  with  the  reading  tutor,  b)  typing,  e)  word  attack  activitius.     Ralph  also  needs 
strengtJiening  activities  in  punctuation  and  capitalization.     Study  SHil  Isi     Ralph *s  scares  in  reference  materials  show  evidence- .uf 
dicticulty  in  understanding  tlie  u^c?  and  functional  purpose  of  tht-  dlctlonaiy  and  the  library.     Becpiiyneridatioiu     a)  contact  with" 
coiftmunity  resource  agencies  and^personnel ,  bj  use  of  resource/reference  materials  aiKi  files,  e)  dictionary  work  activities. 


Learning  Hanager/Studint 


LIFE  SKILLS/LEARHlNG  ST YLt  ASSESSMENT 

Date:  2/5/74  ^  ^  ^ 

Interview  and  Coninenjsr    Environffent-^al though  Rajph  appears  to  be  a  quiet*  "reserved  person,  he  prefers  working  m  either  a 
quiet  place  or  noisy  room  with  a  group  of  people.     He  learns  best  by  aqtually  doing  and  subsequently  finds  individual  projects  ' " 
beneficial.     DiscusslDns  are  also  a  preferred  mearts  of  learning.     Favorite  Subjegtg^-Ralph  thrives  on  a  nuniber  of  various 
subjects:     he  likes  all  kinds  Of  sports,  because  he  wants  to  be  actively  involved.     He  found  "Man  and  His  Envi lonment*'  benefifidl 
because  it  was  a  tough  course  and  required  him  to'  commit  himself.     Doing  experiwnts  in  science  was  stimulating  to  Ral|ih.  WfjOd 
shop  and  mechanics  are  two  other  areas  in  which  Ralph  excelled  because  he  enjoyed  v^rking  with  cars  and  making  things. 
Learning  Alternatives  and  Materials^^due  to  Ralph's  interest  in  "doing",  he  prefers  learning  through  projects,  group  Ji scufisions , 
interviewing  and  personal  explorations.     Ta|>e  recorders  and  videotape  are  two  of  the  learning  materials  that  Ralph  finds  nff%^i. ive 
in  his  learning  process.     Work  Responsibili^y-^depending  on  the  complexity  of  the  subject i  Ralph  occasionally  needs  tu  have 
directions  explained  more  than  once  or  twice.     Once  he's  got  it  straight  in  his  mind  about  what  is  required  of  him,  he  is 
responsible  to  get  an  assignment  done  and  is  silf-direeted.    Work  Assignments-'-although  it  takes  Ralph  longer  to  cornplete 
assignments  than  it  does  other  students,  he  does  not  easily  become  frustrated  and  give  up.    He  can  finish  a  task  on  time. 
i,earning  Stijiulj.-''by  becoming  involved  through  interviewing,  researching  and  media  projects  Ralph  is  easily  stimulated.     Depend ing 
Oil  the  material,  he  sometimes  enjoys  reading.     Listening  and  observing  are  other  learning  methods  that  Ralph  finds  beneficial. 
School  Problems-Staking  tests  in  mathi  reading,  sitting  and  listening  to  different  teachers  all  day  long  are  school  problems  most 
relevant  to  Ralph.     Work  Ob jectives^-Ra Iph  would  like  to  become  a  faster  reader.     He  also  indicated  an  interest  in  improving  lus 
spelling  capabilities.     Because  of  his  interest  in  mechanics,  Ralph  thought  math  might  be  quite  helpful  to  him.     Ralph  is  a  very 
gentle,  quiet  young  man  who  Seems  to  know  what  he  wants  out  of  life,     I  sense  he  may  have  some  reading  and  math  probiums  that  he 
IS  hesitant  to  recognize  as  it  is  probably  too  threatening  to  start  work  on  them.     Hopefully,  we  can  open  the  doors  to  learning 
in ^these  areas  as  well  as  others. 
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further  diagnostic  data, •  Staff  try  to  spot  those  studenti  who  ' 
mi^t  naad  additional  testing  aarly  so  that  .appropriate  Basic  Skills 
laarning  aan  be  negotiated  as  soon  as  possible* 

Career  Development  Tasting 

■  '  ' ' '     '  .1 

Mso  before  the  year  be^gins,  students  take, the  Smlf^DlMated  Smarah 
(SDB)  and  Career  JnforjBaeion  System  fcxs;  "  to  "pihp^^^      ^e  kinds  of 
ocQupations  that  might  interest  tjiem-     Taking  these  instruments 
early  lets  them  malce  tentative  seleotiona  of  sites  ,  they  wotild  like 
to  ejqplore  onee  tiie  year  begins*    ttis  enables,  staff,  to  make  sure 
there  are  suffioient  sites  in  the  employer  ne^ork  to  aoooranoaate 
student  interests,     CGhe  employer  relations  specialist  helps  students 
take  the  career  tests  and  sucm^rizes  tl>e  results  on  the  Student 
Profile. 


Student  Self-Ana  lysis 

How  students  view  theTOelves  significantly  affects  their  aoademo 
progress  and  general  adjustsient  to  the, program*  >  On  entering  EB^, 
students  are  asked  to  describe  themselves  in  terms  of  their  favorite 
subjeots,  preferrea  learning  environments  and  types  of  learning 
alternatives  they  enjoy,    ihey  also  describe  partiGular  problems 
they  perce^ive  i^  their  stu^  habits  and  rate  their  ^ilities  to 
conflate  assi^iments  and  work  independently,     ais  self-analysis 
takes  place  in  private  intervi^s' with  the  learning  ranager/who 
uses  a  check-^f  f  sheet^  to  help  guide  the  interview  and  to  record 
the  student's  responses  (see  pages  57-58) ,    B^e  salf-a^alyses  are  ' 
usually  done  during  the  first  learning  plan  conferences  (see  below) , 
but  may  be  done  earlier— for  es^mple,  during  the  pre-school  year 
Basic  Skills  ^d  Career  Development  testing, 

tte  cheek-off  sheet  and  the  learning  manager's  notes  are  turned  over 
to  the  student  coordinator  who  sunmari^es  the  information  on  the 
Student  Profile, 


FIRST   LEARNING,  PLAN  CONFERENCES 


™a  backbone  of  EBCT  assessment  consists  of  numerous  observations 
/made  daily  by  program  adults.    It. is  through  sharing  these 
/  observatiOTS  in  various  learning  pl^  conferences  that  students  and 
/  staff  gain  realistic  pictures  of  student  iJbilities  and  needs  in 
/  teras  of  actual  performance  of  varioi^  lear^ring  activities.  .  Wost 
/  of  the  observations  ir^de  dmfing  conferences  with  the  students  will 
;  be  filed  in  the  stafB^  mentoer *s  personal  notebook  and  shared  with 
/    other  staff  on  an  infernal  basis.     As  need  be,  staff  wiil  smroarize 
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LEARNING  STYLE  SELF  ASSESSMENr 
Liarnlng  Managir/Studint  Intervltw 


Either  fill  in  Qjr  put  a  check  mark  by  the  anewef  or  answers  below  that  best 
describe  ^ou  and  your  n©eai  (check  ai  many  respaniea  as  ysu  wiih) . 

A.     in  WHA^  KIND  OF  PHYSICAL  SlTOAflOM  OR  SlTUATIONi  DO  YOU  LlA^  BEST? 


^1^  quiet  placa 

2^  noiiy  plac© 

gmall  diicuisioni 
jl^  large  g«up  diicusaions 

_§ .  alone 


Wtl^r  ABE  YOUR  FAVORITS  SUBJECTS? 


ji \  lectures 

^7^  individual  csnferencei 
8,  other 


WH¥? 


f 


C.     WI^T  TURKS  YOU  OH  TO  EARNING?     IP  YOU  COULD  CHOOiE  WAYS  TO  ^ARN,/.5fflICH 
mum  YOU  CHOOSE  what  kinds  of  materials  W0U£D  you  Ltm  TO  USE? 


WAYS 

projects 

written  aisignmenti 

reading  and  answering  questi©ni 
 freup  diacussions 

interviewa  .  , 

___QbiervatiQns  ^ 

 reiearch 

 ^attending  clasiei 

i  "hands  on"  activities 

other 


^mraRiALs  '  ■        ,  / 

_g  __tapa  rieprderi  '/ 

videotapt  / 
_  _  typewriter  / 

 pen  and  paper  / 

^  mmm  media  activities  ^ 

(collages #  cart^oni  and  so 

forth) 
^  ^library  resources 

(bookie  magazines  and  so 

forth)  / 
 other  / 


WIffiN  GIVEN  AN  ASSIGNMENT  CAN  YOU  5#0RK  ALONl,  OR  DO  YOU  LIKE  SOMEONE  TO 
CHECK  IN  WITH  YOU  NOW  AND  AGAIN?  I 


 ^  jiied  to  have  directions  explained  n^re  than  once  or  twice 

M    mostly  self=*directed  but  algo  like  to  check  in  with  someone  now^and 
than  ' 

need  to  be  told  more  than  once  to  start  a  taiM  and  to  complete  it 
self '^directed  and  responsible  enough  to  independently  complete 
assignment  ^ 

1*     CAN  YOU  COMPLETE  AN  ASSIGNMENT  WITHIN  A  RIASONAILE  AMOUNT  OF  TIME? 

  takes  me  longer  tham  it  should  to  complite  assignments 

^feei  frustrated  when  I  can't  complete  i  task  and  just  give  up 


^ean  easily  finish  a  task  in  time 
often  need  to  be  reminded  about  deadlines 


n)  .  •  , 

\   ■  5? 

\ 
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LIARNING  STYLE  SELF  ASSESSMENT  (aontinuma) 
Liifning  Hanager/Student  Interview 

WHAT  TI4E  HARDEST  THINGS  FOR  YOU  TO  DO  IH  SCHOOL? 

J  tMkm  teiti  ait         liit-tn  to  the  teacher 

^     read   follQW  the  rules 


jnath  attend  clais 

_do  homewofk    ,  meet  deadlints 

other 


WHAT  DO  VOU  THINK  VQU  ^ffiBD  THE  MOST  V^RK  IN  RIGHT  NOW? 
listening  to  and  following  directiens 


jund#ri landing  what  is  expected  of  me 

jwriting 

^spelling 


Jl  reading 

raath 


%  listening 

getting  along  with  people 


expressing  my  self 
^  nothing 


other 


KOW  CAN  THE   (CI)  3  iTWF  ffiLP? 


I.     OTIffiR  COJU^NTS  ^D/OR  ilGNIFlCAKT  STATOMENTS  ABOUT  ^OU^ELF  AND  YOUR 
LIARNING  STYI^ 


7 


m  SIQNATUTO 


iTODlNT  SIGNATURE  k^i*!^^.^ 
DATE  LC-  75" 


I 

i 
I 
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thair  information  for  the. Student  Profile,  for  reporting  to  parents 
and  for  completing  the  student's  credentialing  portfolio,  ^7  . 


Student/Learning  Manager  Conferences  / 

During^  or  shortly  after  orientation,  learning  managers  h^ld  their 
first  interviews  with  individual  students  *    At  this  time >^  the 
leartiing  manager  and  student  discos  the  diagnostio  assessment 
information  gatiiared  about  the  student  and  talk  ab*  .ut  learning 
activities  that  will  meet,  student  goals  both  for  the  .program  and 
for  life  in  general,    tte  learoing  ^ manager  tries  to  get  to  know  the 
yoimg  person  in  a  general,  way  and  to  identify  personal  strengtlis 
and  weaknesses  ttat  niglit,  af  feot  sueoess  in  the  program,    This  is 
acoomplished  largely  by  way  of  the  self-analysis  ^eok-of£  sheet 
desoribed  above,    de' professional  sense  of  the  ^tudent  that  the 
leading  meager  begins  to  develop  as  a  result  of  personal 
eonversation  during  this  time  will  fttgure  signifioantly-^^^-— 
decisions  made  later  about  student  performanee  Md-^heffier  ^te  = 
student  is  li^ng  1^  to  stated  goals  and  talents. 


Student/Employer  Relations  Spaclalist  Conferences 

During  orientation # the  employer  relations  specialist  (EM)  meets 
individually  with  students  to  counsel  them  on  their  selection  of 
sites  for  career  explorations*    With  each  student #  the  ira  talks 
about  the  results  of  ^e  career  interests  tests  and  how  accurately 
they  refleat  ^at  toe  student  thinks  and  feels  about  possljsle  jobs. 
Any  personal  observatiQns  the  EBB  makes  are  filed  for  use  in 
information  sharing  meetings  with  other  staff* 

/    ■  •  '  =      ^     ^  S 

Ihe  EM  might,  for  instMce;  jot  down  personal  reactions  to  the 
student's^  initiative  in  using  career  research  materials  ^nd  in 
selecting  sites  to  ei^lore^  noting  whidi  students  might  rieid  n^re 
help  than  others  to  get  them  over  their  initial  hesitMcy  at 
4  making  contact  with  adults  or  accepting  site  responsibilities. 
The  SHS  also  receives  feedback  i^cm  ap^loyer  instructors  regarding 
the  student's  onsite  activities.    As  preliminary  data  this 
information  will  be  sketchy  but  as  the  year  goes- on  it  will 
accumulate  significantly  and  be  important  input  into  the  negotiation 
of  each  student's  learning  activities. 


Other  Staff /Student  Conferences 

At  (01)2?  the  learning  resource  specialist  (LHS)  handles  the 
prograOTMd  learning  naterials  in  Basic  Skills  (for  example^ 
XndividuAllzmd  JjBmrning  for  AdultM)  and  therefore  has  early  centact 
with  those  students  needing  testing  and  prescription. 


■  CVmXCVLUM  S  INSTRUCTION 
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t 

_^llie  LRS  will  also  have  contact  with  students  as  he  or  she  helps  them 
^^gather  resouroes,  nake  contaat  with  competenGy  certifiers  and 
generally  utilises  conmiunity  resouaraes  and  people.    Because  this 
usually  happens  further  into  the  year,  input  from  the  LRa  is  more 
in  terms  of  student  growth  than  preliminary  diagnosis  * 

de  student  ooordinator '  s  oontribution  to  preliminary  infoMation 
about  the  student  comes  in  several  for^i     (a)  through  siamaries  of 
transcript  and  testing  d^ta,   (b)  tiirough  cQntaota  with  the  student 
and  his  or  her  parents  as  part  of  initiai  recruitment  and  selection 
and  (c)  in  wy  ini^al  guidance/counseling  interaction  with  a  student 
at  the  beginning  of  the  year. 


PRELIMINARY    AND   ONGOING    LIFE    SKILLS  ASSESSMENT 

Essentially^  EBCT  uses  no  preliminary  instruments  for  assessing 
Life  Skills  proficiencies  at  this  time*    In  the  past  we  used 
criterion-^referenced  testt  in  each  of  the  five  areas  to  give  us  an 
idea  of  the  student 's  abilities  *    But  these  tests  proved  difficult 
to  handle  Md  not  too  accurate  for  indi^dual  students.    We  have 
more  success  with  ralying  on  the  learning  manager's  judgment  of  the 
student~made  in  terM  of  ^  previous  transcript  data  and  the  firat 
interview  ^with  the  student.  ' 

In  practiae,  the  first  clear  assessment  of  Life  Skills  abilities 
occurs  through,  evaluating  the  student's  perforsance  on  the  first 
project  in  eiyt^  Life  skills  area.    By  using  this  inforaatiian  and 
Gomparing  it  with  performance  on  second  projects  in  eadi  area  we  are 
able  to  get  a  good  idea  of  how  much  the  student  grows  in  Life  Skills 
abilities. 


EVALUATING   STUDENT  PROGRESS 


Since  students  enter  and  leave  fflffi  with  varying  degress  of 
profjiciency  in  Afferent  curriculum  areas,  method  of  evaluating 
student  growth  are  indiid.dualiaed  for  each  student  and  based 
primarily  on  parformnce  criteria  negotiated  with  students  in  terro 
of  their  unique  interesta  and  goals* 

Continuous  Student  Self-Evaluat1on  ^ 

students  go  trough  a  continuous  kind  of  self-assessnrent  and  analysis 
as  to©y  work  with  adults  in  planhing  and  in^lementing  their 
individualized  learning*    Because  fiiey  plan  their  own  learning  and  ' 


■73 


LmMmlng  Plan  Nmgo^iation  (Itmrn  3) 


set  their  awn  performance  criteria*  students  can,  in  toe  eoi^se  of 
completing  ttieir  activities,  tell  for  then^elves  how  well  they  are 
progresaing  by  looking  at  what  they  are  doing.    Staff,  employei 
instructors,  eompetency  certifiers  and  other  resourci  people  aid  in 
this  process  by  gi^ng  itudente  regular  feedback,  advice  and  general 
observations  regarding  what  they  see  itudents  doing*    ais  process  of 
continuQiw.  self^reflection  is  TOSt  consistent  in  student  projects. 

mm  desiga^f  eyery  project  begins  with  the  student  and  learning 
manager  determining  a  rationale  for  the  project  toat  incorporates 
what  toe  student  and  leaCTiing  manager  kmw  ^out  ttie  student  from 
earlier  testing  and  perfoCTiance  in  previous  projects  and  other 
learning  activities*    Eadi  project  activity  results  in  a  product 
for  ^hich  evaluation  criteria  are/  written  into  toe  original  project 
form.    Student  progress  in  ea^  acti^rt.^  is  judged  in  terros  of  toe 
projected  products,    ttus  the  project,  whito  o^^iies  toe  bui^  of 
toe  student's  program  es^eri^ces ,  incorporates  an  ongoing  kind  of 
seli^assessment^  si^ported  by  staff  fee^ack  and  tasting  instryments , 
toat  is  always  being  i^dated  on/ the  basAs  of  pre^ous  performance. 

Ongoing  iLadrnlng  Plan  Conferences 

Staff  and  otoer  adtilts  continue  assessing  and  giving  students 
continuojjs  fee^ack  toroughout  toeir  activities.    In  addition  to 
verbally  discussing  toeir  e^luations  of  student  performance, 
staff  write  toeir  cowients  on  E^lorati  m  Packages,  project  foimi 
^and  student  journals.    Finally,  at  toe  end  of  each  stoool  year 
ac^on  zonm  (see  ItMn  7)  ,  staff  conrointa  are  summarized  on  a 
Student  Ixper^nce  lecord  form  for  each  stMent  whito  specifies 
numbers  of  activities  firished  and  has  spa^e  for  individual  staff 
remarks  about  student  progress  in  toe  toree  curriculum  areas. 
Copies  of  tois  form  ^re  shown  to  parents. 


ASSESSMENT   OF   STUDENT   BEHAVIOR   AND.  ATTITUDE 


In  a  program  such  as  EBCT  where  TOSt  student  learning  ft^es  ^lace 
in  toe  community  and  depends  on  eato  student  *s  ability  to  taWe 
responsiJsility  for  his  or  her  activities,  it  4s  critically  ii^portant 
toat  staff  have  accurate  and  consistent  metoods  for  observint  and 
reeording  noncognitive  or  "affective'*  changes  in  student  attitude 
and  behavior.    Essentially  this  area  of  assessment  is  handled  as 
part  of  the  Student  Accountability  System  and  various  guidance- 
related  activities.^   tte  major  way  staff  organiie^ information  about 
each  student  *  s  .  behavior  is  torough  gone  progress  ^meetings , 
difcussed  in  Item  4  of  this,  section,  i 
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ASSESSMENT   AND    RECORDKEEPING  ' 


AasassTOint  and  reeordceeping  are  viewed  as  separate  functions.  The 
former  is  an  ongoing  proceii  tHat  dapends  more  on  qualitative 
adjective  judgronta  by  staff  thon  it  does  on  standardJ.^ad  measures 
or  previ   m  transoripts.    Reeo^edkeeping  is  a  Ptre saline d  data  aontfol 
system  aGcessible  to  itudents,  staff  and  parents  alike.  Aasessment' 
information  is  niost  often  Shared  betweer*  individual  staff  members 
and  students  in  the  negotiation  prooess  that  insures  the  d^velopMnt 
of  individualized  learning  plMS  for  each  student,  Racor^eeping 
supports  tills  process  at  the  same  time  as  it  meets  graduation/ 
credentialing  pu^oses.     In  the  areas  where  requirements  are  stated 
in  quantitative  tems  the  qualitative  oriteria  are  negotiated 
individually  or  set  by«^toe  oomiuiiity  person  involved  and  are  built 
into  the  par^oular  aetimty, 

Coimunioation  of  tiie  quality  and  nature  of  eadi  student  *s  learning 
eKperienoes  is  handled  through  weekly  learning  manager/student 
conferenoes,  jotumal  correspondenoe^  student  records  and  sohool 
year  aotion  lone  cheoklis ta •    A  comprehensive  record  is  accumulated 
in  a  credentialing  partfolio  that  includes  itemization  of  the 
student -1  employer  site  ei^riendes*  notation  of  job  skills 
acquired  iCnd  evaluation  of  the  student's  growth  in  Basic  Skills  anS 
Life  Skills  areas.     BiuSf  ea^  student's  credentials  ace  highly 
personalised  and  include  information  useful  to  hoth  potential 
employers  and  other  educational  institutions. 
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A    SUMMARY    OF  .  STAFF    ROLES    FOR  ASSESSMENT/EVALUATION. 

Basic  Skms  '  ■ 

Bie  student  coor^nator  is  res^nsible  for 

1*    administering  the  Comprmhmiwiym  Test  of  Basic  SkillB 
and  other  cttagnostic  instruments 

/  2*    writing  follow-up  narratives  incluMng  test  results 
and  interpretations  and  conclusions  as  well  as 
observations  made  during  the  testing  period 

3,  making  recomendations  for  and  assisting  in  further 
diagnostic  evaluation 

4,  entering  suamiary  OTnments  on  tte  Student  Profile 
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l^^linq  gasQwea  specialist  is  reapongibla  for 

1.    mQQT:6xj(g  pri  and  post  test  scores  in  progrrasied  leading 
mate^'ila^-primMily  the  IndividusLliMd  L&mming  for  AdultE 
sarias  (stu^nta  aotually  han^e  their  ovm  tasting  in  ILA 
^terialsi  toe  Lm  ovsrsees  their  use  of  teats  and  supports 
/th@Bi  as  need  ba) 
y  ■  ^ 

/  2  *    helping  students  and  staff  oontact  additional  diagnoatio 
and  referral  soutms  as  need  be— for  instant ,  aontaoting 
Basio  Skills  s^eialiats  or  a  diagnoatie  gliMg  at  the 
loaal  Qollege 

3.    paaaing  ^  to  the  learning  mmager  tay  observatiOTa  made 
by  co^etenoy  oertifiers  i^ut  student  Baaio  Skills  ^ 
performmoe  dicing  aertifioatlon 

The  laaming  amager  generally  oversee  a  the  atudent's  Basio  Skills 
work  and  is  responsible  for 

1,  evaluatiag  project  products  for  Basio  &ills 
performance 

2,  negotiating  individualized  prograiEeied  materials 
uae  into  the  design  of  stutont  projeots 

I 

3,  obaerving  student  journal  entties  for  signs  of  Basic 
skills,  abilities  or  needs  md  ensouraging  students 
to  follo^#  through  accordingly 

/ 

Thm  erelover  relations  specialist  is  alert  to  student  perfoCTiance 
of  Basic  Scilla  at  tinployer/oOTmmity  aitea  and  pm^BBmB  to  toe 
learning  manager  my  ^servations  enployer  inatruotors  might  make* 

toy  of  the  above  staff  nrny  add  conraenta  rtout  Baaic  Skills  onto  the 
student  Experience  RSTOrd  form  used  for  reporting  and  aooumulating 
evaluation  data.    Similarly #  all  staf  '^  Tontribi^^to  the  tecord  of 
Student  Perfonaanoe  used  to  record  st-^,ient  yearly  kchieveTOnts. 

Caraar  Deyelopmtnt 

The  airg layer  relation^  specialist  is  responsible  for 


1, 


overseeing  student  i^e  of  career  interests  teats 
(Smlf^Dir^m^md  Smmrah  and  CArmmr  Xnformation  Systmm) 

2*    writing  followup  narratives  about  student  career 
choices,  ej^ctationa  and  goala  as  well  as  ^raonal 
observations 
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3^     Mcoimending  additional  use  of  earear  interaata 
tasting  m  net d  be 

4-    anttring  sujiraary  aoraienta  on  toe  Student  Profile' 

5*    varifying  and  recor^ng  completion  of  Es^loration 
Padcages 

6,  verifying  and  feeprding  oofflpletion  of  ikill 
davelopraent  activities  at  employer  sitei 

7,  sunmari^ing  an  evaluation  of  the  itudent's  Career 
Mvalopment  es^rienees  and  aehiavemants  on  the 
Student  Es^eriene^  Record  (for  ea^  action  lonej  and 
Beeord  of  Student  PerformanQe  (for  credentialing 
purposes) 

fte  leaCTing  manager  Lm  not  directly  reiponsible  for  Career 
Development  aasassment  or  evaluation  but  should  give  the  EBB 
any  c^garvations  made  ^out  the  student's  career  intereits  and 
itoilitiei  that  might  result  from  negotiating  other  aspects  of  the 
student's  learning  plan.  * 

,L1fa  Skills 

Bhe  learning  manager  is  responsible  for 

1,    conducting  lear  .  ng  sQ^le  self-assessment  interviews 
with  each  student 

2*    evaluating  student  Life  Skills  project  performanae 

3,    recording  project  evaluations 

4*    verifying  student  work  in  projects  and  joumali 

and  entering  coments '  about  the  student's  Life  Skills  , 
^ilities  on  ttie  Student  iKP^^i^ce  tecord  and  Hedord 
of  Student  Performauiae 

©le  student  ooord.lnator  is  reiponsible  for 

1,    suDpin«izing  tiie  results  of  learning  style  self* 
/    assessment  intatviaws  onto, aaeh  student's  Student 
Profile  ' 

,2.    referring  students  to  additional  dia^ostic  instruMnts 
In  particular  Life  Skills  areas  if  there  is  need 

\      .    .  .  .  . 
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learning  reaeiucee  ipegialiat  is  responsible  for  si^porting 
stiadent  work  in  the  gos^tenGies  and  for  verifying  oon^atenqy 
certifier  signatrnfaa,  '  ^ 


-  -    -     -      -     CmSS^BEFSRSNCES  -  ^   -  -     -  "  -  -  :  -  ^_^:^r^ 

Bami^  SklllM  mmBmBMmnt/mv^usLtlQn  is  mmnmrimd  in  "Cur^iaulim 
OutaomBs,"  pmgm  24f  BaBia  SkillB  Bmlf^mBBBmBmmt-mim^dBmB^Q^-^..^ 
student  use  at  job  MitmB  mxm  given  In  Appmndix  D,    Thm  mmam 
AppmnMsc  alBo  diBplmym  m  Qptioml  BmmIo  SkillB  asBrnmBmnt  and 
prms^iption  form  thmt  am  bm  uBmd  to  racrard  Btudmnt  nmrndB  mB  they 
ar©  obBmrvmd  by  mmployB^  inmt^uato^  ©r  mmploymr  ^mlmtionm 

Bpmaiali&ts^  ^ 

■ '      ,  _  ^  if  _ 

Career  DBvmlQpnmnt  ^BBsBWBnt/mvmlimtXQn  is  Mmmmri^d  in 
"CQr^iatUim  Outammm/'  pagm  31/  "Canmr  Explontionm /'  pagam  116 
md  145  oOntminB  morm  dBtmilad  mxplanAtiQn&  of  initial  carmmr 
intmrmstB  aBBBBBBmnt^    AppmnM^  E  dmBa^ibBm  thm  inBt^mmntB  mad. 

idfB  BMllM  aMMmBBmBnt/mvmlumtian  im  stmma^immd  in  "Currimlmn 
Outmrnrnm pmgm  19;  fmthm^  diMCuBBion  appmaM  in  "PrQjmats,-' 
pagmm  366^270^ 

Thm  armdmntialing  process  u#ad  for  &tudmnt  graduation  md/or 
Uanrnfmr  tm  m^plainmd  in  "Program  Sntry/Exitf'-  Studmnt  Smrviamm , 
pagmm  37^41*    Student  &Blf^\^BmMMmm%t  and  Bvmlumtion  Ib  alBo  an 
intmgral  part  of  oarmer  ejrplpratisn  and  Immrning  Imvml  prooeasas-^ 

gmm  diBplayB  on  pagms  113  and  284  of  Curriaulma  B  InBtruation* 

r 

SubBrnqumnt  geationB  of  this  handbook  diMplay  and  mxplain  rmoording 
foriim  and  proamdurmB  rmlAted  to  eaah  Immrning  stratmgy^ 

"Studmnt  Bmaordm/'  Studmnt  SBrvlaBBf  ItmmB  12  tlwough  14,  deBoribmB 
iUl  Etudmnt^rmlatmd  form  mmd  to  rmoord  Imarning  progremB  * 

AsmmsMing  studBnt  par&ohal  growth  Ib  also  diBpuBBmd  tiwoughout 
"GuidanGmf"  Studmnt  SBrvimm* 
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Agree  on  information-sharing  tebhniquei  to  keep  program 
partiaipante  informed  of  student  progress 


tta  mpat  eonmon  inforaation-sharing  techniqu©!  are  staff  meetings, 
parent  eonf arenees  and  Aaeoimtability  Write- Up  and  Maintenance 
Visit  Reeord  forms,  ^ 


STAFF  MEETINiSS 


Staff  come  together  frequently^  both  forfflally  Mid  informally,  to 
diieuss  student  progress  and  eK^ange  observations  about  in^vldual 
studants*    Ttim  ^o  formal  types  of  staff  gatherings  are  Eone 
*  progress  meetings  and  zon4  debrief inqs  whidi  are  held  for  each 
school  year  action  Mne, 

Zona  Progress  Meetings 

At  zone  progress  mee-rings  hal|  midway  into  eadti  sohool  year  action 
zone,  staff  share  observations  of  student  baha^or^made  on  a 
day-to-day  basis  ^    Biese  Metings  allow  staff  to  monitor  and  record 
student  affective  grow^  frequently  and  systematiGally,    Bius  toey 
can  identify  traits  and  patterns  of  behavior  ttiat  are  aitiier  helping 
or  hindering  a  studont's  personal  growth*    S^ff  then  discuss  how. 
they  can-  reinforce  beha^ors  that  work,  for  the  student  and 
substituting  suooessful  b^airi.ors  for  those  that  interfere  with  the 
student's  progress, 

Zone  progress  meetings  will  include  discission  of  how  a  student  is 
doing  in  conflating  program  activities,  but  only  as  a  conte^gt  for 
focising  on  the  student's  personal  characteristics*    For  instance, 
an  employer  relations  specialist  might  report i 

Ja^  is  way  bmhind  on  aomplmting  his  ear  ear  mxplorAtionB 
beammm  hm'm  abmrnnt  a  lot  and  ^hmn  hm's  not,  hm'B  frmqumntly 
2ate«    Hm  alaims  hiB  hmmlth  is  bmd*    His  parmntm  agre#- 
somwhrnt  but  ttay  also  SKSpeet  hm'm  faking  It,    1  tb^iik 
he's  Mfrald  of  going  oat  into  thm  aommmlty^    I'vm  Muggmmtrnd 
he  go  tO  'BlmkB'M  G^mmnhQumm  for  an  mxplormtlon >  ^  It's  a 
iQW^kmymd  site  whmrm  tiim  mmploymr  InBtruator  tries  very 
h^d  to  rrmkm  ki^  fe^l  oomfort^lm^    If  thmt  dOBMn't  work 
to  laommn  him  up  thmn  I'll  hmve  a  aonfmr&nam  with  him  md 
his  pmrmntB  md  go  from  CAera* 

\  ■ 
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LBA^nihg  Plan  NmgGtimtlon  (It&m  4) 


Ttim  laaraing  Mnagar  might  have  additional  information  to  share 
^out  the  student: 

Jaek  likBB  nmtwcml  thingm.    Him  jourmlm  are  full  of 
obBmrvmtions  i^out  wildlifm  and  gracing  thingiB.  I'll 
Buggmmt  a  projmat  ^aut  gmrdmning  mnd  givm  him  thm  nmnm 
of  m  Mmruor  ditlmBn  nmmrbg  who  would  be  glmd  to  work  wi^ 
him.    Thmt  Mhould  hmlp  JmcH  foaum  his  interests  and  mybe 
tmkm  his  mind  off^  of  him  aonfrontMtion  fmrnrm. 

If  need  be,  Aeooimt^ility  MHte^Up  fOOTS  are  Med  to  raoerd 
e^ta^f-^^oiM^ne— and==€OOTBunieata  them  to  itudenti  or  parents* 
(See  "Croie-^Referencea"  below  for  mora  lubitantiw  diicuiaion 
of  2one  prog^reae  meetings  * } 

,  Zont  tebri if Ings  ' 

Zona  daJpriefi^Qi^  «e  held  at  the  and  of  aaeh  school  yaar  agtien 
zone*    Unlike,  zone  prograss  maetings  "whi^  foai^  on  student 
behaviors ,  zone  debrief ingi  give  itaff  ppportunitiei  to  disct^s 
,  aetual  student'  prograge  on  laarning  aotivities  in  termi  of ^ taiks 
perforaied  and  work  donm.    Staff  also  use  this  informatiori  for 
s\^saquent  conferanses  and  negotiations  with  students  and  for 
reporting  student  prograss  to  parantSf 

At  the  close  of  eaoh  lonie^  a  d^riafing  form  for  aaqh  studant  is 
circulated  among,  staff*    Biis  form  addresses  the  following  general 
questions  I  ^  ^ 

1.  What  ham  thm  studmnt  Maoompli&hBd  in  this  zonm? 

2^  WhAt  hMS  he  or  she  not  MaaompliMhBd? 

3*  WhMt  bar  Tiers  seem  to  be  in  tlie  wmy? 

4.  What  aMn  we  do  to  help? 

Saetions  of  the  form  pertaining  to  their  areas  of  responsibility 
are  fillad  in  by  the  laaroing  managers  ^  en^loyer  relations 
specialist^  mnd  learning  resourca  spacialists.     Taken  togather,  tha 
information  represents  currant  status  on  all  aspects  of  ea^ 
student's  program  work. 

For  ^ the  debriefing  session  itsalf/  tha  student^coordinator  ^^aads 
aloud  eadi  studant 's  status  in  all  activitieS"how  many  as^lorations 
conflated,  competencias  certified  and  so  on— along, wito'  the 
information  f  conmentovpr  a  valuations  noted  on  tiie  fonn  by  staff, 
Thm  group  then  discusses  ^at  action  is  naeded  to  support  the 
student'.and  resparid  to  in^vidual  needs  during  the  next  lone*  as 
indicated  by  progreis  to  date*     Togather  teey  agree  on  aii  action 


ho 
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ZQNE^DIBRIEFING 


Studsnt  Name. 


Zone  Acstivitiei 
Ho^  Cemplated 


THIM  ZONE 

COMPLETjBD  1 

OK 

imprQv& 

THIS  WNE 

2D  DATE 

a- 

•    r  ' 

X 

r 

JOUBH^S 

E3ffLOBATlOM  PACKAGE 

LEADING,  LEVELS 

.TIMS  SLIPS 

K 

2,  mm  the  student  utilised  imployer  iitei  adequately  this  zsne? 
Yes     K  No 


3.  Has  the  itud^nt  negatimtid  a 
learning  plan  uid  target  dates? 


LRS 

Em 


Is  the  stud#nt  meeting-  the  target 
datai? 


LH 

IBS 


4.  FHEaCHIFtlQMi 


pA^ui\  M^Uiu  Lo^^q  Wuu\aQ.  jr^ujL£..  F«^^ 
.^'^^^  ^^^^^ 
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LsMrning'  Plan  Nmgotiation  (Item  4) 


prescifiptign  for  dealing  with  the  w^unt  of  work  complated  and 
related  woric  habits. 


Action  ^Mcriptions  are  discussed  with  eadi  student  individually 
fay  a  staff  mastear  designated  during  the  debriefing,    Oils  staff 
TOffber  may  ba  ^e  one  in  whose  area  the  itudent  needs  partiQular 
help  (for  mmmpXm,  an  EM  for  employer  site  matters)  or  one  who  is 
personally  close  to  tiie  student*  - 

Acoountabili^  Write-up  forms  may  also  be  i^ed  at  this  tinii  to  ' 
record  staff  deoision.^  and  action  prescriptions  thmt  relate  to 
aocoimt^ility  issues.  .  " 

Pm  a  result  of  staff  notes  and  discussion  during  the  zone 
deb^iefings,  the  itudent  Experienoe  Record  form  for  that  action 
zone  is  filled  oijt  and  shown  to  parents  during  parent  abnf erenoes , 
Also^  copiei  of  the  lone  dabriefing  form  are  pent  home  to  parents, 

/  '  -  ^      ,  ^^-^"■"^ 

Informal  Staff  Mtfe tings  ^       .  ^^.---  ^ 

Staff  frequintly  Met  with  one  another  infqmally  studefit 
learning  or  WwQnai  needs  dictate*    test  often  "fie  learning 
manager  and  employer  relations  specialist ^will  meet  to  exdiange 
notes  and  csfflinents  i^out  student  project  and  employer/conmunity     ,  / 
sice  activitiai*  ^  Siese         staff  need  to  work  closely  b^eat^e  many  / 
projects  are  designed  for  specific  career  exploration  or  learning 
level  sites,    Ea<^  staff  member- s  personal  observations  of  the 
student  can  halp  the  other  .better  understand  ifow  to  deal'witlL.  . 
specific  student  situa^ons,     :/or  instance,  the  EBS  may  poin*out 
a  student  showing  high  interest  and  success  in  certain  onsite  €asks-^' 
information  the  LI4  may  not  have  gained  from  the  student,    Thm  LM 
-might  then  be  able  to  introduce  additional  topics  and  possible 
directions  for  Life  Skills  project  activities  ^lat  relate  to  those 
interests*    Also*  the  LM  and  ERS  will  confer  about  Learning  Site 
Analysis  Forma  and  learning  objectives  for  specific  sites  when 
student  projects  are  being  negotiated*     (See  Item  S,  page  72). 

* 

Other  staff  ^ill  also  interact  in  similar  fashion,    tte  learning 
resource  specialist,  for  instance #  will  help  the  LM  and  EM  in 
locating  special  materials  »d  will  work  closely  with  ^e^  l^amJ^g 
manager  conceding  student  work  with  prograoBied  Basic  aills 
materials  or  tutors*  e 


PARENT  CONFERENCES 


Parents  are  contacted  by  telephone  or  in  conferences  at  the  learning 
center  at  the  end  of  each  school  year  action  sone.     Conferences  are 


CpmiCULUM  S  XNSTEUCfWN 


usually  held  every  second  action  zona.     This  gives  staff  a.  diancg 
to  spand  tiTO  with  parents  of ten  enough  to  ms^m  sure  they  are 
apprised  of  their  child's'  activities  and  progress. 

EICT  staff  try  particularly  to  involve  parents  in  their  children's 
learning         will  invite  ^them  to  ^e  learning  center  for  special 
conferences  at  times  other  ttan  reporting  periods.     Usually  these 
occur  when  a  student  is  ha^ng  trouble  meeting  target  dates  for 
learning  tasks.    As  a  result  of  the  conferences^  plana  are  worked 
out  whereby  the  parent?   can  work  more  closely  with. their  children 
to  help  them  complete  wasks.     Conferences  may  also  oceur  when 
staff  feel  parents  can  be  helpful  in  de^^loping  certain  aspects  of 
a  student's  learning  plan*\  For  instance*  a  student  with  special 
interests  or  learning  needs  in  home  economics  mght  get  together 
.with  his  or  her  parents  and  liiarning  manager  and  plan  a  project  in 
family  planning^  bi^geting  and  time/racreation  mMagement  that  uses 
the  home  as  a  leamirig  enviromitent*     (See  also  Item  8/  page  90*) 

Finally,  when  students  choose  to  leave  the  program  bejfore  graduation, 
their  parents  are  invited  to  meet  wite  their  sons  or  daughters  and 
mCE  staff  to  plan  the.  best  alternative  course  of  action  for  the  ^ 
student.  -  , 


We  ^o  information^sharing  forms  used  by  SBCT  staff  are  the 
Accountability  Wtlte-^Up  and  the  Maintenance  Visit  Record,  Ihe 
.Accounttoility  llrite-Up  form  is  explained  wd  displayed  in  Item  8 
of^  tian  section  (page  89)  ,     ^e  tointenwce  Visit  Record  is  a  form 
used  by  the  employer  relations  specialist  to  report  information 
gained  during  visits  to  the  various  sites  students  uae  for  learning 
pu^oses  (see  "Crosa^Referencea'*  below).     In  addition,  all  progrM 
records  of  student  parfomance  and  achievement  are  open  to  staff 
reference*    Subsequent  sections  of  this  hM^ook  diacuas  forms 
and  procedures  relevant  to  tte  individual  learning  strategies^ 


-  "    ^ —  -    V-  CROSS^mFERENCES  --    ^    -    -^  ^ 

Itmms  6,  7  and  S  af  tfiis  section/  pages  77^91  ^  discmB  Btudt:^nt 

"GiddBnam^'^  Studmnt  gervlCTS^  Xtmn  7 ,  aontm^inm  ^tBilmd 
"  diMdmmMion  of  mnm  progrmBs  mm  tings  and  zanm  debri^iMfingB .  Thmt 
s&m  ^eatlon  Mspl&y&  numrauM  vignetteB  illumtratiMq  haw  EBCE 
maponds  to  indiviiml  ^tudmnt  :^^mds  or  inaerest^. 


Learning  Plan  NegotiMtion  (Item  4) 


Thm  Malntamnce  visit  RmaoFd  fOTm  is  disaussmd  in  ''Career 
Exploratioiw pmgm  163,  Miid  is  mxplainmd  mnd  displmymd  in  "Site 
Utilization,'*  Employ m^/Cammnity  RBSQurcms,  page  127. 

A  smmplm  nation  prmsaription  rmsulting  from  m  zon&  dmbrimfing  is 
displayed  in  Itmm  8,  pmgm  57, 


CURRICULUM  &  INSTRUCTXON 


Est^lish  a  learning  site  analysis  procedure  for 
identifying  learning  opportunities  at  cominunity  sites 


■  i 

Learning  Site  Aiialysis  Farm  (LSAF)   is  a  key  rasource  for 
daveloping  indi^ddual  student  laarning  plans.     Learning  site 
inforniation  ia  c3ritiGal  for  toe  design  of  project  activitiaa 
written  for  specific  sites  and  for  the  identification  of  job-related 
skills  a  student  mght  acquire* 

Ihe  completion  of  an  LSAJr  is  also  a  useful  oriantation  for  the 
employar  instructor  who  will  be  working  with  a  student,  miile 
working  through  it  with  m  employer  relations  specialist,  he.  or 
she  begins  to  sea  the  many  educational  opportunitias  related  to 
that  job  and  how  an  ESCE  progrMi  transforms  a  work  site  into  a 
learning  site.     By  listing  job  skills  that  can  ba  learned  at  a  site, 
the  LSAP  also  enables  studanta  and  staff  to  identify  sites  a 
student  might  go  t^  for  a  learning  level  on  the  basis  of  specific 
skills  rather  than  simply  by  *  occupational  category  or  job  titj,a, 

\  ■ 

tSAF  Design  '  \ 

The  design  of  the  Learning  Site  v..  ^     sis  Form  pro%'ides  for  racordlng 

1,  specific  working  conditions  and  requirements  a 
student  will  encounter  at  the  job  (physical,  clothing, 
equipinent  and  safety  requirements) 

2,  site- related  literature  (manuala,  Ca vloguea,  p^phleta, 
'and  aq  forth)  the  student  may  use  to  learn  atout  the  job 
and  to  practice  Basic  Skills 

3,  potential  Life  Skills  situations  that  will  be  encountered 
on  that  job  and  that  could  be  incorporated  in  project 
acti^ties  for  that  site 

4,  major  job^taoks  a  student  cpuld  perform 

5,  reading/  mathematics  and  commi^ications  skills  applied 
in  that  ^ork  aetting  and  the  fundamental  Basic  Skills 
those  requiTe 

6/    possiblti  ^^h  task/Life  Skills  relationships 

v  7*     tools,  equipment,  materials  and  other  laarning*^^ 
reSQUrees  ava^'^ible  for  student  use  at  the  site  ■ 


Loarning  Plan  NBgotiMtion  (item  ^ 


USING    COMMUNITY    SITES    FUR    STUDENT  LEARNING 


START 

WITH    THiS  jag 


Accord  I  NO  to  how 

iNVOUViD  ^D^NT 


HAVE 

TWl  SlTC 


^6' 
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Using  the  LSAF 

Ttim  EBS  has  primary  rssponaibility  for  conducting  the  IJM*  interviGW, 
filing  tha  LSAF  at  the  learning  center  for  uie  by  other  staff  and 
students  and  answering  any  questions  that  might  arise  from  it.  Thm 
leariing  niMagar  has  prim^  responsibility  for  utilizing  LSAF 
information  in  negotiating  site-related  projeot  activities. 

The  is  divided  into  two  basic  parts.     The  first  section 

(printed,  on  buff  colored  pages)  gathers  general  data  about  toe  job 
and  sitey    The  second  section  (printed  on  white  pages)  is  an  indepth 
task  ^alysis  of  the  employer  instruGtor's  specific  job  and  is  used 
to  plan  student  laaming  activities  at  the  site. 

The  IBS  tries  to  complete  the  first  portion  of  the  LSAF  (working^ 
GoncMtions,  printed  materiaif ,  Life  Skills  situations)  early  in 
the  year^ — ^if  at  all  possible  during  the  initial  .^recruitment  phases 
of  contacting  employers         identifying  employer  "Instructors . 
This  enables  staff  to  have  a  fairly  specific  bo^^of  information 
available  at  the  learning  center  for  every  job  site  in  the  employer 
netwrork*     Students  and  staff  may  then  use  this  information 

1.  when  considerinj^  what  sites  a  student  might  wish  tg  . 
es^iore 

2.  when  looking  for  sp^^cific  sites  that  might  provide 
^    experiences  in  a  particular  area  of  interest  not 

directly  ob'/ious  in  the  progrra's  list  of  participating 
anployers  and  their  occupational  areas 

3.  when  trying  .to  decide  If  a  site  will  give  a  student 
sufficient  challenge  in  his  or  her  areas  of  interest 
and  need 


The  second  portion  (major  tasks,  subtasks  inTams"  of  Baste  Skills 
and  L:^:e  Skills  application  and  tools/equipment/materiala  inventory) 
is  con5?leted  as  soon  after  the  first  portion  as  possible  and 
definitely  before  a  student  rations  to  the 'site  for  learning  level 
activities.     Information  from  the  setsond  partion-*-specifically  the 
task  analysis  pagas— is  uaad  most  often  for  two  purposes  i 

1*    designing  site-specific  project  activities  that  relate 
student  practice  in  Life  skills  and  Basic  Skills 
activities  to  tha  specific  tasks ^and  environment  of 
the  job  site  ' 

^2*    predicting  what  kinds  of  job  skills  a  student  can 
learn  while^^t  the  site 

Complet:Uig  the  tftsk  analysis  section  of  the  LSAF  requires  that  the 
ERS  be  very  famliar  with  the  program  and  have  some  es^erience  in 

O  74  . 
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bminq  ahla  to    ilp  the  ^ployer  instructor  breaJc  down  work  tasks 
into  aubtasks  that  may  ba  used  to  rrive  students  learning 
opportunities  in  BasXc  Skills  and  Life  i;kills.    O.^e  this  portion 
is  filled  out^  the  IJRS  passes  it  to  the  learning  manager  who  studies 
the  task  analysis  pages  an#,  develops  a  set  of  learning  ohiectives 
for  us©  in  designing  project  aotivities  a  student  may  complete  at 
the  site.  . 

The  learning  objectives  are  c.'    :ked  with  the  employ sr  instruotor  for 
aoauraey  and  for  sequenoing  ti.am  aooording  to^the  path  a  student 
might  reasoimbly  follow  in  the  course  of  learning  mors*  sbout  the  job 
and  practicing  its  skills.    The  priori tizfjd  objectivod  ara  then 
returned  for  negotiating- pro j eot  aotivitieii  for  that  site,     tC  thesa 
objectives  are*  done  well,  the  learning  manager  will  not  have  t> 
refer  to  the  LSAP  ^again* 


THE    LF^RNING    SITE    ANALYSIS    FORM  PROCESS 


Student  goes  to 

developfMnt 
aetivtties 
related  to  i 
ipecifie  job 


conducts 
with  EI 

OS  delivers  I^AF  to  IM 

— * 

i 

I 


m  giveg  laayning  objectives  to  ERS 


T 
Jl. 


EI  and  SRS  oorft-^if  to  '^^i^Lfiy  and  piloriti^t 


'  .     i  .  ., 

TAB  delivers  ?ierti£li;d  objectives  to 


1 


LM  and  itudent  negouiat©  projagt  aotivities 
b^ied  on  learnini  objeotiv/es 


I 


Student  begins  project  activities  and 
continuei  ikill  development  taaks 


LSAF  filed  for 

f iiture  uitB  t 

da  It's  loping 

other 

projects 

2. 

cQniidcring 

sites 

access  to 

iite 

resourcei 

Learning 
objectives 
filed  with 
LIAF  for  use 
in  designing 
future 
ptojecta  It 
the  si  te 


N 

More  camprebmnBivm  explamtion  of  the  LSAF  and  stap^  tukmn  to 
aompXetB  itl  appmm^  in  ''Site  UtilizsLtion/*  EmpXpg^r/Commni t y 
^gseurgas,  pmgrmB  112-117;  Appmndix  M  of  tha t  hand^^T gives 
simulAted  walk'-through  of  mn  entire  i^AF  intervimw  bmtwmen  An 
employer  instructor  and  an  E3CE  employer  relMtions  spmm:.alist.  / 
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Sae  "Projects,'*  pAgms  213^214,  xand  "L&amlng  &  Skill  Building 
Levmls^"  pagm  300,  for  disauBsion  of  the  LSM*  md  thosa  l^mrning 
stratmglM . 

Appmndix  C  of  this  h^dbook  displMys  a  c  implQtmd  LSmF,  Imaming 
objmativmB  dmvmloped  from  it,  and  An  e^mtple  of  a  project  nBgotiated 
on  thm  baBlB  of         learnjj^g  objmativms- 
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Devalop  standarcto  and  consequencag  for  student 
ac  CO  tm  tab  i  ii  ty 


Thm  Studmnt  AaaoimtBhllity  Systrnm  is  m  .  ct  of  standards  and 
mxpmctAtianE  for  Btud&nt  bmhavior  and  pcrfornmncm^    It  also 
idmntifimm  a  smqimncm  of  confmrenams  to  bm  followmd  whmn  an 
individual  studmnt  Mation  aonfliats  ^ith  an  aacoiL*tabillty  standmrd, 
Throi^h  thmsm  aonfmr^n^  ,s  OQurses  of  action  arm  nrngotiated  that 
accommodatm  thm  rights  arid  responsibilltlms  of  bo^         student  and 
thm  program. 


EBCE^S  APPROACH 

/ 

/ 

Program  policies  for  student  accountability  shotUd  adtoess  botii 
behavioral  isauas  and  performance  of  required  laarning  activltias, 
Ih.Te^  key  ingradienta  make  up  IBCT  *  m  approadi  to  performance  and 
havioral  acceuni-ability  r 

1.  Standards  are  c;^^arly  defined  and  reflect  general 
coMiunity  es^ectations  for  adult  behavior  and 
inrorporate  specific  program  reqi-dremipnta  for  studant 
learning  progress . 

2.  Responses  by  program  adults  follow  a  consistent 
pAttern  of  cor ferences  between  the  -Student  and  any 
adults  iiispacted  by  the  accountability  issue. 

3.  Comiequencea  are  negotiated  through  these  Gonferences 
with  the  student  so  that  ^e  student's  subsequent 
actions  follow  naturally  upon  thm  standard  in  question 
and  are  oriented  positively  toward  resolvlng^^hatever 
conflict  the  swdent  had  with  that,  standard^'^ 

AifCQuntfi-hility  standards,  proceduz^^  and  possible  consequences 
should  be  r*uira»ariz.ed  sM  given  to  s-^  idents^  staff,  parents  and 
cCTsunity  advlts  participating  in  the  progrMi,     h  cop^  of  (CTjj*^ 
Student  AcMunt^ility  Sv  jtem  is  displayea  on  th^  follc^j^ing  page. 


ACCOUNTABILiTY    AND  NEGOTIATION 


The;  :'itvJ6nu  Accomf^ility  Syzt^m  is  onB  of  two  intarrelatfec^  kinds 
of  responiibilit.Les  that  Eh<:B  studsntj  and  ataf:f  shara^-^'^ha  oto^r 
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STUDENT    ACCOUNTABILITY  SfSTEM 


WHAT  IS  SXPECTED 

Obeyinf  th#  la«  w-hila  in  *h . 
program 

Appropriate  cenduet  whila 
reprasentinf  EBCS 

High  lavml  of  esopefatAen 
with  e^loyari/stmff/imudants 

Being  aducationaiiy 
PTOduetive 

Establishing  zOn&  planning 
strategies  md  fOali 

Ifu  tia  ting/ct  s  la  ting/ 
sub^ feting  prs^^'^r^ 

Selecting  axpioi^atiQns/ 
laa^ing  LmymlM 

Esti^liihing  ceapetenay 
target  dat#s 

Maintaining  ei^ployer  sites 

Turning  in  c©i^leted 
Escplaration  Pa^^ges 

ifibodtting  journali 

Turning  in  Tis#  9a ports 

figninf  in/out  appropriately 

iCeeping  appointEtflnt^ 

Foilowiijg  transportation 
agref**!|/f  fits 

Shgfefing  care  t^r  f anility 
ana  eqa:' f  t.'^'^t' 

Istatoiish        mmsmBi  = 
I  is  ioi  s  ^iOur  J 

Negrjtiatinef  m^^^an  tiMm 

that  logiaslly  acfdr©s# 


WHO  aEW  INVOLVED 
Parant 

S^loyar  Instructor 

fii^lyyer  relations 
specialist 

Learning  rasourca 
specialist 

Learning  managar 

Student  coordinator 

Prograa  a^^nistratc^i^ 


WHAT  HAPtSNS 

Whin  there  is  evidence  chat  ^ 
itudent  is  doing  less  than 
satisfactorily  in  any  of  these 
areas  f  a  cenference  will  t^e 
place  with  the  student  to 
ularify  OTneerns.     It  is  during 
t^is  meeting  tS.at  appropriate 
natural  consequences  must  be  put 
in  wri  ting .  * 

if  iBproveimnt  has  not  occufred 
after  an  established  period  of 
time,  a  conferenoe  will  be  held 
with  parents/sfeaff/ttudent  to 
rea^  new  agr^eenents. 

Failmr^       fulfill  penalties  and 
to  i^rove  in  meeting 
responsibilities  call:;  for  «i 
iMadiate  cor^trtnce  involving 
p^^rants/staff/studtnt  and  tiie 
prograsi  administrator^ 


*^_E^g_  of  penal  ties 
Hake  up  work 
Lois  of  lounge  privilege 
'  Monitoring  system 
Contracts 

Sepay  inconvejsience  tioie 
Lqis  of  project  credit 
Loss  of  e^loratlon  credit 
Loss  of  amp^^yir  ^_  ^e 
ProbaEion^i=^^  period 
Si^pe5?^ior. 

Dismiisiil  fr^.^B  pr^ra^r* 

if^an  eitrfe  coia^sej  of  matdon  Bhouli  r  &fotiat&^ 
ra-Jat#  to         students*  bmhitvior  mid  ir#  nQt 


Lmarning  Plmn  mgotiaticn  (item  6) 


hming  the  ongoing  negotiation  proeass  that  is  central  to  learning 
plan  deVBlopmant*     tte  foraer  specifies  program  affectations  and 
defines  consequences  stnd  comes  into  play  only  as  the  need  arises, 
Thm  latteif  happens  ewry  day  as  students  plan^  pursue  and  modify 
their  actual  es^erienees. 

Both  procedi^^s  were  developed  and  ratified  by  iCaff,  students, 
parents  and  cosmunity  representatives  and  have  been  recogniied  as 
critical  program  Qlemtnta.    We  point  out  to  students  that  there  are 
fixed  variables  in  all  our  lives  and  it  is  in-  working  mroimd  these 
variables  to  achieve  ineaningful  life  goals  that  both  stability  and 
challenge  emerge*     fte  expectation  that  students  be  able  to  deal 
reaaonably  with  otters^  co^ly  with  basic  accomtability  standard 
and  pursue  program  collation  requirements  represents  these  fiswd 
qualities  of  life.    Within  this  framework  students  are  regularly 
encouraged  to  negotiate  learning  plans  appropriate  to  their  uniqtw 
abiiiuies^  needs ^  goals  and  learaing  styles* 


ACCOUNTAB ILI TY  STANDARDS 


You  cannot  aspect  to  describe  in  advance  precisely  c^im  kinds  of 
behavior  students  should  esdiibit  in  the  program.     Father^  students 
should  be  made  generally  aware  of  the  fallowing  considerations: 

1,  While  in  EBCE  ttay  are  responsible  for  following  through 
on  their  in^^dual  learning  plans  i  their  personal 
conduct  will  dierefora  i^act  their  learning  progress 

to  a  considerable  degree. 

2,  Mudi  of  their  learning  will  take  place  in  the  community 
where  adults  will  expect  theB?       act  in  a  manner 
suitable  to  their  particuiar  .  .rrowidings. 

3,  A  major  EBCT  goal  is  for  students  to  increase  their 
^ilities  to  make  and  act  on  dioic^is  and  to  acaef 
responsibili  ty  for  the  results  of  those  choices  i  the 
accowtability  system  is  an  in^jrtant  way  of 
iruplementing  that  goal,  ^ 

Ihus  tk'.  1  st^darda  given  in  th^  Student  Accountability  System  are 
guidelines  I     they  must  be  ihtery,  rated  on  an  in<:y.vldual  basi^  with 
each  student*    Tb^y  basically  lescribe  attitudes  that  can  be 
perceived  m4  dealt  with  in  terro  of  obseirvable  student  Behaviors* 
At  the  same  time ^  however^  each  stur^ent  s  learning  goals,  activities 
and  situations  will  be  diffe^renti  it  is  the  responsibility  of 
staff  and  other  adults  in  the  program  to  decide iwhen  variation 
frnm  ^  standard  is  or  is  not  jusU^fied. 
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ACCOUNTABILITY  CONSEQUENCES 


Exa^les  of  possibla  accountability  consequences  are  jiven  in  tha 
Studant  Accountability  System,     ttey  are  always  negotiated  to  make 
^sure  thmy  reasonably  reflect  the  individual  circ\aBistances 
^jurromiding  ea^  student *s  actions.     'Thus  a  student  who  is  behind 
cn  project  activities  and  seeM  to  spend  too  mudi  time  in  the 
learning  center  lounge  with  otiner  students  may  bm  asked  to  stay 
out  of  the  lomige  until  the  project  activities  are  up^to^date. 
Similarly,  a  stiadent  wto  is  behind  with  onsite  activities  may  be 
faced  with  the  alternative  tiiat  the  activities  be^  finished  within 
a  cen^ain  time  or  cre^t  for  that  site  will  be  lost* 

With  b^avior  problems  the  saro  logic  prevails*    h  student  who  is 
excessively  loud  or  interrupts  students  while  at  the  learning 
center  for  instance  isay  be  asked  to  restrict  tiffle  spent  at  the 
learning  center  *:o  one  of  the  quiet  stu^  rooM  and  not  be  allowed 
to  mix  with  other  students  for  a  oert^n  period  of  time*  See 
Item  8,  page  85^  for  discission  of  ho^  staff  iise  conferences  to 
respond  to  acoountabilitv  issues* 


 ■   -   CROSS-^MFERSNCES  -   --  --- 

SB^'s  AppramA  to  mcaoimtMbillty  is  also  dxBcmsed  in  "Guidanam /' 
S_  tu^n t_$0rvi  ae's  ^  Itmrn  6  # 

Spmaific  renmrkm  about  aammtapility  issues  pmrtmirTing  to  thm 
individual  Immming  strategies  atq  givmn  in  subBequmnt  .tections  of 
this  han^Qok- 


LBarnlng  Plmn  NegQti&tion  (I tarn 


Identify  time  periods  and  expectations  for  school  year 
action  sones 


SCHOOL    YEAR   ACTION  ZONES 

School  yeMr  Action  zotibb  Arm  a  w&y  of  rMcxng  clmAr  to  studentii  thm 
importmnae  of  imnMging-  their  time  wiBmly  while  in  mn  individmlized 
program  such  as  ESCE.     The  school  aAlendms  is  hmken  into  mine  - 
Action  zones.    For  mmch  zone^  tmsks  are  reconmmnded  tnat  should  bm 
aomplmted  for  th^.t  por'^on  o#"^rt^^ear*    Stiuden-^  are  not  strictly 
required  to  nmmt  Mil  m xpmotmt ions  lis tmd  in  An  motion  ^one  but  must 
use  the  m^es  ag  a  basis  for  nmgotimting  tArget  dates  that  will 
eriMle  thmsi  to  finish  all  mc^vitims  required  emoh  program  year. 

Action  Eones  are  the  bridge  faaween  the  uniqueness  of  €adi  itudent's 
learning  plan  and  the  c  -^foriianM^ehavior  ej^ectatians  set  forth 
in  the  Student  AcOTunta.     ,ity  System,    ^eir  intention  is  two^foldi 

1*     to  help  students  neLnage  tteir  tine  more  effectively 
and  to  be  responsible  for  tihems elves 

2 .     to  organiEe  program  nipnitoring  activities  to  let  staff 
knm  where  ea^  student  is  in  relation  to  the  year's 
requirenents 

For  eaA  lone,  the  - number  of- laarning  action  ties  that  should 
reasonably  be  conpiated  by  that  time  is  approxiirAted  and  4ay*to-day 
actions  conside3^ad  necessary  tp  student  success  wijttan^in.  To 
be  "on  time^"  aach-atudeiiCTrsfiouid  or  mora  tiian 

the  nijsfcer  of  laarnihg  activities  suggested  for  each  gone,  Tofetoer 
the  zones  includa  all  program  cOTpletion  raquiremants  ^d  behavioral 
expectatioha  that  compose  the  Student  Accountability  System*. 

Students  begin  each  zonm  by  maeting  with  staff  to  negotiate  learning 
activities*    Ihey  then  procead  with  the  agreed  on  activitias^ 
seeking  adult  assistance  ^d  evaluating  their  progress  as  necessary. 

During  the  first  zona^  all  staff  work  witii  studeuts  to  help  them 
recbgnize  the  need  for*  and  take  initiative  in,  planning  individual 
activities  mnd  weekly  and  zona  schedules.    Gradually/  spacific 
occasions  of  staff  support  decrease  with  the  studant*s  ^ncraasing 
ability  to  accept  these  rasponsibilities * 

At  the  end  of  each  lone  students  confer  with  staff  and  discuss  what 
tasks  thay  have  finishad  and  what-tiiey  still  havii  to  do*    They  then 
negotiata  new  target  dates  for  those  unfinished  activities  ^d  se^  a 
time  for  jORferring  again  with  the  learAihg  manager  to  discuss  their 
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-GQmpletion.    Failure  to  meet  these  ne%^  target  dates  precipitates 

yet  another  conferenwe  with  tte  possible  application  of  acGr\mtability 

consequences. 


1 97S-7S    SCHOOL    r EAR    ACTION  ZONES 


Zone 

It 

Septerter  2  -  li 

(2^  weeks) 

Zone 

2% 

Septentoer  20  -  October  17 

(4  waeta) 

Zone 

3i 

Oetc^er  18  -  Nove^ar  2L 

(5  weeks) 

Zone 

4i 

Novestoer  22  ^  January  16; 

(*5  weeks ) 

Zone 

5  I 

Jiuiuary  19  -  February  20 

(5  weeks) 

zone 

Si 

F^rua^  23  -  March  19 

(4  weeks) 

Zone 

li 

March  29  -  ^ril  28 

(4^  weeks) 

^ne 

8i 

May  1  *  May  28 

(4  weeks) 

Zone 

9  I 

Jime  1  ^  June  9 

(1^  weeks) 

Thm  inammMm  sonmwhat  in  length  to  AaaowmQdmtm 

inarmmMin^  Btud&nt  £mmillmrity  with  thm  progrmm  And  to 
ancourage  a  aorM^ ponding  grwtii  in  smlf'-nmnMgmnmnt  and 
accept Anam  of  rmsponmibilitQ  ^  ^  \ 

\  \ 


ACTION    ZONES    AND  NEGOTIATION 


For  students  who  show  a  reasoaable  ability  to  direct  theraelves? 
the  lones  are  re coi^^nda_d_  target  dates  to  help  them  get  theM elves 
going  and  to  peroeive  their  taeks  in  terM  of  h^  muoh  time  toey 
hava*     Individual  ^fferences  in  learning  style  md  rate  will 
occasion  niany  varia^ons  from  this  basic  tiinelineU    Students  must 
be  free?  within  reasonable  limits ,  to  interrupt  their  prescribed 
patterns  as  their  ewerienoes  lead  thmm  to  mak^v  n^w  decisions  about 
their  goals*    Sudi  variations  are  negotiated  as  nied' bc^with  staff. 

i 

All  targeii  dates  are  puc  in  writing  so  tiiat  studerits  and  staff  can 
keep  a  olear  idaa  of  how  the  student's  perfornmioe  is  shaping  up 
against  original  goals  and  to  insure  a  sons is tent  land  logical  pattern 
of  accotmtability  consequences  should  the  studint  fail  repeatedly 
to  a»et  his  or  her  targets*    For  stui^nti  who  show|  repeatedly  an  ' 
inability  to  m^age  their  ttoe^  the  lone  dates  become  mandatory 
imtil  they  develop  toeir  own  seif^management  skills. 
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1AMPLE    SCHOOL    YEAR    ACTION  ZONE 

zmm  Ci    February  J,  1975  ea  MsxcA  Jl,  1975 


Have  fiv*  aj^loraEions  (^e^lated 

Attend  eaployttf  gaeiiitf  s 
iuteife  wmeJcly  joi^nial 

iegin  eighth  and  niir-a  projects 
suteit  ws^iy  tmm  slips  ^ 


IMfc  re^ul^ly  wi^  employer  rtlaeions 
apeeiaiisE 

Regular  pr^ns  and  job  sits  attendasea 

insistent  leaini^  profns  and  job  site 
psiffomance 

Staff  to  review  itu^nt  jrofr^iss 

Sign  in/out  app^og^iately 

Report  progrs:is  %q  parents 

Flan  nmxt.  z^nm  astiyities 

Conplate  ninth  ajsd  tenth  €^^@ten€iea 


TUi 

WED 

THU 

LL 

LL 

U, 

4.L, 

m  10  ^  F€S  14 

U, 

fi^ 

m  24 '  n 

urn  3  <  MAA  7 

uu 

ui_ 

MAS  10  ^  MAR  14 

£^ 

17  -  MAR  21 

H 

H 

H 

H 

H 

ll^mkill  building 
L>fMnli#ir  lite 


ACTivm^ 

PR 

CQMP 

LC 

^  !  * 

M 

A 

J 

f 

M 

L 

OTHIR 

FBI  3  '  FEB  7 

/ 

f 

/ 

FES  10  ^  FE^  14 

1 

% 

A 

Ff  1 17  -  Fil  21 

/ 

/ 

J" 

1 

i 
f 

m  24  ^  ¥fM  28 

/ 

5 

1^3  >MAA  7 

r 

1 

i 

r  i^-j 

MAR1II^MA^14 

1 

r 

! 

TOTAL  TO  OAtI 

3 

so 

a 

.1 

NOTE-'    BmaauBm  ImArmng  Imvmls  are  not  Bpeaificully  rmquizmdf  thm 
AGtlan  zanm  kmy  do^m  not  Mhow  thmm^    StudentM  snd  ^taff  infornmlly 
mm  ''LL"  to  indlaatm  whmn  mmployta-^  sltm  attmndan^e  is  for  lmrnd.ng 


cumicmm  s  iNSTmcTioN 


ZONE    PROGRESS    MEETINGS    AND    ZONE  DEBRIEFINGS 


For  each  zonm,  student  progrssa  is  analyzed  by  staff  diaring  all- 
stmff  zone  progress  nteetings  and  gone  debriefings   {see  Item  4)  ^ 
D^ing  ttese  revievsrs,  the  entire  staff  eompiles  information  about 
eadi  student  in  relation  to  how  the  student  is;  working  and  what 
nmmdm  to  be  done  to  help  ^e  student  catch  up,  maintain  good  work 
habits  or  ta^le  new  diallenges.    Biis  infoCTiation  helps  students, 
parents^  employer  instruetors  and  staff  plan  and  negotiate  new 
learning ^atrategies  and  target  dates ^  as  well  as  report  student 
progress  to  parents. 


-  -  ^  CROSS-EEFERENCES   J.^ 

School  y^Ar  action  zonms  mrm  includmd  in  thm  Student  Hmn^ook  given 
ali  students  during  oriant&tion^^smm  smmplB  In  Studmnt  Sm^vices 
Appmndix  A. 

% 

Tinm  mccountmbillty  is  Msamsmd  in  Itmrn  3  ^d  is  aiso  liitroducad 
as  mppropriAtm  for  the  individual  lemming  strategies  in  subseguent 
sections  of  ttis  hmn^ook. 
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Agre^  on  tecfaniqias  for  supporting  accountability  md 
action  zona  expectations 


ACCOUNTABILITY    CONFERENCES    AND  CONSEQUENCES 


In  all  learning  plan  a^reamnts  thm  student  is  es^ected  to  fulfill 
tiie  terms  agreed  to  or  renegotiate  new  terms  based  on  a  valid 
'  rationale.    He  or  she^is  ejected  to.  take  increasing  responsibility 
for  meeting  teras  and  target  dates. 

If  the  student  is  not  meeting  negotiated  learning  agreements,  or  if 
a  behavior  is  considered  ooTOterproduotive  to  learning  progress, 
staff  respond  as  outlined  in  the  Student  Accountability  System. 
Essentially,  toree  "levels"  of  student/adult  interactions  are 
provided  for! 

Level  1;    Ihe  first  interaGtions  are  between  student  and 
staff  or  otter  adult  responsibls  £or  thm  area  in  whidi  tte 
pn^lem  occurs,     mm  aim  at  this  level  is  to  resolve  the 
problem  befe^een  tiie  people  directly  involved. 

Level  2 1    If  the  difficulty  is  not  resolved  between  tte 
student  Md  adult (s)  most  Erectly  involved/  then  these 
individuals  bring  the  student's  parents  into  the 
negotiations.    Again ^  the  goal  is  to  work  out  a  solution 
that  is  appropriate  to  the  problem  with  adults  who  can 
help. 

Level  3 1    If  the  difficulty  persists  in  spite  of  level 
^     one  and  too  actions,  ttie  progran  administrator  may  beGome 
involved. 

Thm  staff  menber{s)  involved  at  the  fiMt  level  decides  when  to  go 
on  to  the  second  md  then  thm  third.    There  may  be  several 
negotiations  and  conferences  at  each  level.    Attempts  are  always 
made  to  eAaust  the  resouTGes  of  one  level  before  going  on  to  the 
next. 

For  example?  if  a  student  is  late  turning  in  project  products,  the 
learning  manager  may  ^^emind  the  student  and  negotiate  new  target 
dates  before  deciding  to  call  on  the  parents  for  help.  Likewise, 
several  conversatiOTS  with  both  parents  and  students  may/be 
reaaon^le  before  deciding  that  the  program  a^^nistrator  should 
get  involved. 

To  conclude  each  negotiation  process,  the  participants  agree  on 
what  the  student  will  do  to  improve  behavior  or  learning  progress 
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and  what  conBequencis  will  result  if         agreement  is  not  met. 
Further  eonfarences         consaquencaa  should  not  ba  surprises  i 
rather  thmy  should  follow  naturally  from  previous  student/adult 
decisions  * 


How  the  Prociss  Can  Work 

To  begin,  a  staff  member  coricemed  about  a  particular  student  may 
singly  invita  the  student  ,  to  sit  down  and  talk  atout  it  on  the 
spot.     Or,  depending  on  thm  seriousness ,  tte  staff  member  may 
fomalize  the  interaotion  by  noting  the  behavior  and/or  toe 
confarenoe  on  an  Acooimtability  Write-Up  form  (see  below)  ,  Zone 
progress  H^etings  and  and-of-ione  debriefings  (see  Item  4)  can 
also -result  in  Accomitability  Write-l^a . 

^e  student  is  enccMiragad  to  talk  out  causes  and  effects  of  the 
behavior  in  question,    TOgetoer,  student  and  staff  mentoar  try  to 
interpret  the  action  honestly  Md  negotiate  a  solution,    h  written 
agreeimat,  or  contract/  signed  by  the  student,  specifies  Ganges 
to  be  made  witoin  a  specified  time  frame*     If  thm  problem  continues, 
staff  again  confer  with  the  student  to  ranagotiate  terms  and  discuss 
further  consequences  . 

The  student's  parents  may  also  be  invited  to  thm  confarenca. 
Together,  toe  three  parties  try  to  coma  ^/ with  a  plan  to  eliminate 
the  problem"perhaps  including  monitoring  and  si^porting  the  student 
in  the  home  environment* 

When  necessary /  renegotiation  of  terms  and  consequences  includes 
toe  program^  administrator,  who  has  kept       to  date  on  interim 
negotiations  and  prescriptions  via  sone  progress  meetings  and 
debriefings.     If  reasonable  solutions  can't  be  found,  and  the 
student* s  actions  continue  to  conflict  with  toe  program's  standard, 

a  or  she  may  be  asked  to  trMSfer  out  of  toe  program.     If  tois 
becomes  necessary,  the  staff  and  program  administrator^ help  the 
student  Md  pM^ents  consider  other  ifKsre  statable  environments  for 
the  student.     In  otoar  words,  students  are  never  "just  kicked  out," 
Staff  work  to  help  the  student  plan  a  transition  (to  another  school, 
employment,  etc*)     that  ii  suitable  to  his  or  her  unique  situation. 


A  Point  to  Remember 

Application  of  toe  St'^dent  Accountability  System  by  SBCF  staff 
should  be  con^tione  understanding  that  raspr  j  -  / 

student  learning  -  .i^^^or  can  be  transferred  r- 

from  adult  to  Bt  iepanding  on  the  indivie  ;        ■  of 

the  student,     Dr     -  early  weeks  of  the  yeax  r\mning 

into  account^ility  snags  cause  staff  to  ronsidar        .  they  as 
knowledgeable  adialts^  ndght  be  missing,  misunderstanding  or 
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AN    EXAMPLE    OF   AN^  ACCOnNTABILITY  -CONTRACT 


with  all  aacQuntability  aonfmrenams ,  cQursas  of  action  negotiated 
with  the  student  arm  put  in  the  form  of  a  written  contract  whicdi 
thm  studmnt  agrems  to  and  signs.     Following  is  the  text  of  such  a 
contracts  designmd  for  a  studmnt  who  repmatmdly  was  absent  from 
employer  sites  and  was  more  t/ian  a  month  behind  on  her  journal 
entries.    As  can  be  seen  from  the  textf  this  student  gmve  numerous  ' 
reasons  for  her  lack  of  perfonn^mcef  all  of  which  were  qmte 
"reasonable^"    Staffs  realizing  her  propensity  for  rationalization ^ 
wrote  the  contract  to  Bpeaifically  rule  out  further  excuses  other 
thm  th<^e  carmfully  e^    ninBd  by  mtaff  and  the  student's  parents, 

Ruth  will  smlmct.  another  eiiployar  site  for  t^loration  purpMaa  by 
3:00  p*m*  May  1/  that  site  not  to  ba  one  she  has  alraady  been  on 
but  an  entirely  site. 

She  has  to  meet  exactly  the  times,  the  hours /  the  schedule  and  all 
of  the  other  arranganents  on  that  site?  no  matter  whether  she  is  ill^ 
has  a  toothadie^  or  whatever.     If  she  has  any  physical  reason  teat 
she  cannot  make  it^  she  is  to  infom  her  ea^loyer  relations 
specialist  first,  her  employer  instructor  second,  and  her  motoer 
finally-     All  have  to  verify  whatever  reasoVi  she  gives. 

The  packet  must  be  in  on  the  exact  date  specified  by  her  EBS  and 
miist  be  of  acceptable  quality. 

Ruth  is  not  to  attend  any  other  enployer  site  than  the  one  to  which 
she  is  assigned,  and  is  not  to  accompany  buy  otter  students  to  their 
amployer  site,  no  matter  whose  peraission  she  gains  first. 

She  will  -keep  an  appQintment  with  her  learning  manager  on  5tonday  to 
discuss  the  remaining  three  projecU  and  dates  for  completion, 

Ruth  will  be  caught  up  with  journals  by  May  9. 

Ruth  understands  that  if  any  of  the  above  listed  provisions  are 
broken  she  will  automatically  and  iinnadiately  be  asked  to  leave  the 
program  peraanently ,     Responsibility  for  gradtaating  with  her  class 
is  entirely  hers.     It  is  our  estimate  that  if  she  continues  to 
perfom  at  her  present  leval^  graduation  will  not  be  possible. 
If  she  meets  all  dates  negotiated  witt  her  learning  n^a^r  and 
utiliMs  employer  sites  to  the    Htisfaction  of  her  employer 
relations  specialist'  nns^^    u   ty  of  tajaely  graduatior   Is  ^  til 

there-    fhat  gradtj^  and  u^n  her  satisfy  a. 

graduation  require  ; 
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misinterpretinf  *     In  seeking  solutions,  staff  may  first  reexamne 
S€:hool  records,  test  rasults^  ^e  project  writing  process,  toe 
s'tudent's  access  to  staff         so  forth.    AJter  carefully 
reoonsidering  their  ovm  bjcbbm  of  responsibility,  staff  can  then 
disotaas  sore  directly  and  f^rly  the  student's  responsibilities. 


ACCOUNTABILITY    WRITE-UP  FORMS 

staff  and  students  should  always  try  to  hmndle  accountability  issxies 
quickly  and,  at  first,  informally  among  theraelves,^    If  a  student 
shows  continued  difficulQ^,  or  if  an  action  is  serious  enough  ^  an 
Accountability  Write-t^  form  (see  page  89)  is  used  to  record  the 
behavior  and  conrounicate  staff  observations  and  recoOT^ndations  to 
the  student  and  other  parties. 

After  filling  the  form  out,  the  staff  person  initiating  it  shows 
it  to^the  student  who  then  signs  it  and  keeps  a  co^.     ihe  staff 
meflteer  sends  copies  to  other  staff  or  the  studen^t's  parents, 
depen^ng  on  the  issue  at  hand  and  what  courses  of  action  need  to 
be  taken*    Staff  prefer  not  to  send  this  form  to  parents  unless 
there  are  serious  circtrotances  and  tte  parents^camiot  be  contacted 
by  telephone.  ^^---^^^^ 

ttie  write^i^s  are  a  me^s  of  acknowledging  specific  p rob  1  era  as  they 
arise*    Thmy  insure  that  a  behavior  is  dealt  wito  the  first  time 
and  not  allowed  to  go  unnoticed*     Ihey  also  make  visible  any 
recurrent  patterns  of  behavior  pr^lere  and  help  avoid  the 
possibility  of  staff/student  personality  conflicts,    Biey  are  not 
meant  to  be  pimitive  or  negative  in  thereelves.     Rather  they  trigger 
positive  actions  taken  through  negotiation  with  the  student  to 
in^rove  a  particular  behavior,    Sho\Ud  pMents  ask  ikt  zone  reporting 
time  why  their  child  is  not  perfoCTung  in  certain  ways  and  what 
staff  has  done  ^out  it,  thmy  can  =  look  at  the  write-ups  as  a  clear 
record  of  program  responses* 

mm  write-*i^  form  is  also  used  during  all-staff  zone  process 
meetings  or  zone  d^riefings  to  record  actions  agreed  on  by  the 
staff  in  consensus* 


TIME  ACCOUNTABILITY 


Keep  in  mind  when  negotiating  target  dates  and  adjustments  in 
student  work  plans  that  time  accountability  is  one  of  the  most 
important  and  visible  responsaiilities  young  adults  must  sister. 
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ACCOUNTABILITY  WRITE-UP 


COPIES  TO I 


Student 


Prograsi  Administrator 
  Student  Csordinatar 

Student 

=   Parint 

_  Eia/LM/LHS 
 ..  Othtr 


□ 


Obeying  law  whil€  m  prsf 7^ 

_  Appropriatt:  eendu^t  while 
r^prsaanting  pi^fiw 

™  High  lavml  of  eoeparation  wi^ 
ainplQyers/staff/itudents 

loing  tducatiQnally  ppeduQtivm 

Establi^iing  zons  planninf 
strategies  and  gaali 

toitiatijig/coa^le ting/ submitting 
prejeets 

Selecting  expio r at ioni /learning 
ievals 

istablishing  cos^taney  target  dates 

^  Maintaining  ea^loyer  site 

^  Tumajig  in  eoBipleted  tjcploration 

package 

Turning  in  tiii^  slips  on  %imm 
_  Siting  in/out  appropriately 
-  -  i^eeping  appointaints  v 

Foliowijig  transportation  agreemants 

  Showing  care  for  equipaient  and 

facility 

_ j_  Subletting  jou^als 


LEVULa  OF  ACCOUHTAllUTY 


^  Prograa  Administrator 

Student  Coordinator 
_  ^^loyer  Initruoter 

.   p^ent 

i  Staff 
COHS^U^Cli 
,  .  ^^ke-i^  work 

Monitoring  eystem 

Contragts 

  Re^y  inoonveni^oe  tii^ 

_  Lois  of  lounge  privilege 

  Loss  of  tine  oredit 

_  Loss  of  project  oredit 
—  Lois  of  es^loration  credit 
  Lois  of  employer  site 

Probationary  iMriod 

ius^nsion 
  Qis^sial  frra  p^igram 


COKHEI^i 


^ud&ne  Sigma  Cure 
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Em  fair  witi?  sti^snts,  hut  also  be  firm         honest*  Raasonable 
chafigas  in  plana  are  es^eeted  as  students  bacoma  increasingly 
invslvad  with  managing  tteir  own  learning*    At  tte  smsm  time, 
students  should  asqpariance  the  cons^ueneas  of  tiieir  decisions  and 
learn  to  weigh  the  various  contingencies  that  result  as  ttay  plan 
tasks  and  follow  their  intarasts. 

For  instance  *  if  one  project  or  site  activity  proves  to  take  mu^ 
longer  tiian  anticipatadr  then  the  student's  subsequent  program 
activities  will  necessarily  be  foreshortened.    Staff  should  help 
studenu  look  at  all  o£  their  interest  and  goals  mnd  to  carefully 
evaluate  tha  relative  merits  of  spe*iding  excessive  time  on  any  one 
activity. 


Involving  Parents 

Helping  students  make  mnd  keep  to  s^edules  for  toeir  learning  tasks 
is  a  good  opportmity  for  parents  to  become  mora  intimately 
involved  in  their  children's  education*    A  coasson  EBCE  technique  foV 


i  »  jtaft 
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students  having  difficulty  keeping  up  with  their  laarning  plans  is 
to  invite  thair  parents  in  for  conferances  and  discussion  of 
concrete  courses  of  action.     Most  often,  staff  sit  dotim  with  the 
student  and  his  or  her  parents  and  fill  out  a  "task  sheet" 
(displayed  on  preceding  page) .    On  this  sheet,  each  learning  task 
is  displayed  Wgether  with  its  target  dates.     When  a  task  is 
comlex#  it  will  be  broken  into  mini^tasks  and  interim  target  dates 
set  for  each  of  these*     Parents  usually  post  a  copy  of  the  task 
sheet  somewhere  prominent  in  their  homes  and  each  night  will  talk 
with  therlr  son  or  daughter  to  make  suggest itDns  and  to  find  out  how 
much  progress  has  been  made* 


  "  CROSS-REFERENCE  —  —  

Thm  tmsk  sheet  shown  on  the  preceding  page  is  similar  to  the  ones 
aaaompanying  emah  sahool  year  action  Eone  thmt  are  printed  in  the 
Student  Hai^baok  given  Etudmnts  during  Qrientation"see  Appendix  A, 
Student  Serviaes. 
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Inspect  program  design  for  i  ase  of  prssenting  to  students 
and  plm  Qtimtation  aeti'^ties 


tta  need  for  this  task  is  fairly  self-evicient— if  you  are  adopting 
raffl  as  a  total  program  you  will  have  to  face  the  fact  that  it 
entails  a  Trariety  o£  new  twists  on  traditional  educational  methods 
Md  attitudes.  —  Given  a  pro-am  toat  takes  m^y  students  and 
provides  each  one  of  them  with  an  indi'^ equalized  set  of  learning 
activities,  it  is  crucial  that  all  its  separate  pieces  come  togetter 
in  a  logical  and  coherent  fMhion* 

Ihe  set  of  planning  And  TOnitoring  activities  auid  devices  described 
in  this  section  should  help  you  is^sleTOnt  fflCT  in  the  limplest 
way  possible.    A  good  key  to  hw  successful  you  are  in  organising 
your  orientation  will  be  how  well  tiie  first  weeks  of  the  program 
proceed*     If  in  debriefing,  sessions  afterwards  ^  you  find  many 
students  have  not  gained  thm  information  and  pe^   ^         a;^  necessary 
for  them  to  work  with  the  program,  then  mora  adj        ng  and 
polishing  will  be  in  order. 


 '   CROSS-REFERENCES    - 

OrlentMtion  is  discu&s&d  in  da  tall  in  "PragrAm  Entsy/Exit 
Studmnt  Servicms  f  pages  27- JS^ 

SpBaific  orimntMtion  consi derations  ara  grlven  for  sMCh  Immming 
strategy  In  sufcseguant  sections  of  this  handboo/e* 


92 


Learning  Plan  NegotiMtion  (Item  10) 


Outline  basic  steps  to  be  follwad  in  developing  each 
student's  laaroing  plM 


Bie  developsient  of  a  learaing  plan  for  each  student  ir.  essentially 
the  story  of  toat  student's  ea^erienees  in  EITO,     while  the  story 
will  be  different  for  avery  person,  a  basic  "plot"  or  frMeworic 
brings  together  the  several  kinds  of  plamiing  and  monitoring 
activities  discussed  in  tte  preceding  pagtiS  (progrM  requireMnts , 
accountability  st^darto/  assessment  techniques  and  learning  site 
analyiiis)  *    ttie  basic  sequence  of  steps  for  developing  an 
individualized  learning  plan  is  in  affect' the  ia^lementation 
checklist  for  ttesa  various  planning  and  monitoring  processes  and 
is  displayed  at  the  end  of  this  item. 

It  is  important  to  rMieKber  in  working  wito  students  that  learning 
plans  are  not  haphazard  crea^ons.    Ihey  begin  with  ea^  student's 
decision  to  enter  the  program  and  Mnclude  with  graduation  from  or 
a  choice  to  leave  EBCS,     The  learning  plan  is  thus  not  a  single 
sheet  of  paper  (although  the  master  records  provide  for  tracking  it 
in  such  a  fashion)  ?  rather  it  reflects  an  ongoing  process  by  which 
learning  is  structured  for  each  person.    By  inco^orating  ongoing 
assessTOnt  of  student  perforinanqe  it  shouli  also  perait  "midstrefjft" 
redesign  of  goals  and  aetivi ties  to  match  increaBing  levels  of 
achievement  ^d  any  changes  in  the  student's  interests  and  career/ 
life  goals.  / 


THE    PEOPLE    SIDE    OF  IT 


Because  every  student's  learning  plan  is  different  and  because  it 
will  change  as  -  his  or  her  e^eriences  open  new  options  and  reveal 
additional  talents  and  interests^  discussion  of  it  as  a  total 
process  must  necessarily  be  somewhat  abstract i    we  cannot  SOTtiarize 
the  uniqueness  of  ea^  yomg  peraon's  experiences  mm  he  or  she 
meets  many  different  people. end  environmenta  in  the  conmunity  and 
works  to  clatrify.  goals  t  gain  skills  »d  generally  becMe  more  aware 
^d  active  as  m  individual  and  as  a^  participant  in  socie^^.  To 
help  place  the  lea«iing  plan  diecklist  itere  in  a  "people  context" 
we  offer  the  following  "short  story"  of  the  people  ^e  studeat 
will  meet*  ) 

'lacii  student's  stoiy  begins  with  his  or  her  esperience  of  meeting 
EBCT  Staff  members  Md  participating  adults  as  part  of  the  initial 
recrui'ttient/selection  phasrf  of  building        IBCT  student  population. 
Hopefully  the  first  is^ression  tte  student  receives  ,f rom  EBCT 
people  at  this  time  is  exactly  that  they  are  conwdtted  to.  a  highly 
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"people-orientad"  eduGational  alternative.     It  is  important  ttat  the 
spirit  of  paraonalizad  interaction  among  yomg  people  and  adults  be 
carried  torQughout  program  oontact  with  students. 

After  meeting  with  raCE  representatives  during  initial  recruitment 
and  salaction,  students  have  their  next  ancoxmte^^  wito  staff 
during  the  Basio  Skills  and  Career  DevelopMnt  assessments  held 
prior  tt  the  beginning  of  the  program  year.    At  this  time*  they 
meet  at  leMt  the  student  coordinator  and  the  enployer  relations 
specialist  who  handle  Basic  Skills  and  career  interests  testing 
respectively.    Other  staff         usually  at  the  learning  center  to 
help  with  lo^stics         to  try  informally  to  make  the  student  feel 
at  ease, 

TtkB  program  year  begins  with  studenta  ^d  staff  mixing  togetiier  for 
several  days  of  intensive  orientation  actimties  desipied  to  give 
students  both  a  feeling  for  thm  program's  goals  and  ideals  and  m 
initial  sense  of  its  procedures  smd  e^ectations, 

1 

From  orientation  students  move  directly  into  one^to-^one  interaction 
with  various  staff  as  they  plan  thm  first  steps  of  their  inc^vidual 
activities*    ^  sc^n  as  ^ssible  after  these  first  conferences ^ 
students  Me  out  at  ei^l oyer/ community  sites  where  they  explore 
jobs  and  career  options,  work  on  indi^^duai  projects  and  gain 
certification  in  various  competencies,     ttus,  staff's  most  consistent 
role  with  students  is  to  serve  as  resourae  people  and  liaisons 
between  them  and  the  commimity  in  which  ttey  are  to  learn.    Here  is 
a  stunma^  of  the  paths  students  follow  in  meeting  the  conraunityi 

1*     Students  come  to  orientation  and  meet  progr^  staff 
(program  actoinistrator/  student  coordinator,  learning 
m^agers ,  employer  relations  specialists ,  learning 
resource  specialist  and  si^portive  staff  who  also  will 
be  maintaining  a  highly  personal  interaction  with 
students) . 

2*     From  orientation  students  go  to'  individual  conferences  i 

a*     'Oi^y  talk  with  a  learning  manager  ^out  program 
activities,  planning  projects  and"  getting  to  know 
^eTOelves  a  little  better. 

b*     ttey  talk  with  an  employer  relations  specialist 
abort  career  interests  and  determine  what  sites 
they  will  es^lore  in  toe  conraunity  (where  they  will 
meet  employer  instructors  and  other  site  personnel)  . 

c*     They  talk  with  toe  learning  resource  specialist 

about  using  various  resources  and  the  processes  of 
contacting  competency  certifiers  to  demonstrate 
toeir  proficiencies  in  varipus  con^etancy 
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requiremBnts ,  learning  resource  specialist  may 

also  serve  as  liaison  between  students  and  a  wide 
variety  of  comunity  resource  pTOple  including 
tutors  and  speeifiG  people  at  variQus  sites  whose 
e^^ertise  mi^t  help  a  student  pursue  a  special 
interest  or  skill  area, 

3.     Following  their  first  conferences  wito  staff  and 

subsequent  ej^eriences  wi^  people  and  Jites  in  the 
coTOiunity,  students  circulate  regularly  trough  the 
learning  center,  keeping  appointments  they  make  with 
staff  to  discuss  their  experiences  and  plans  and 
generally  dropping  in  for  informal  conversation 
whenever  they  feel  the  need. 


KEY    LEARNING    KM    DEVELOPMENT  STEPS 


Following  is  an  AimotBted  summary  of  key  stmps  t^en  to  plan  and 
implBmmnt  indi^iduml  IsMrning  plans.     Aftmr  each  step  page 
rBf&rmna&B  arm  givBn  to  plac&s  in  t}J.s  handbook  whmra  the  event 
or  activity  is  explained  in  detail.     Thm  stmps  are  displayed  by 
thmnmelves  on  page  96, 

1.  Assess  each  student's  Basic  Skills  abilities  and  career 
interests  before  the  school  year  begins 

It  is  is^ortant  to  gmtoer  ^is  information  before 
orientation  and  the  first  learning  plan  conferences  so  that 
staff  amn  have  sumarized  testing  results  a^d  students  can 
be  ready  to  select  tteir  first  career  exploration  sites, 

.   For  Basic  Skills,  sem  "Curricultm!  Outaomes /*  page  27,  and 
'  "Projeats/'  page  251.    Far  aa^reer  interests,  see  "Career 
Explorations/'  pages  116  and  145,  and  Appendix 

2.  Gathmr  transcript  data  and  sifflroarlge  testing  results  on  a 
Student  Profile  for  ea^  student 

The  student  coordinator  susMrizes  transcript  data  and 
Basic  Skills  results  i  the  e^loyer  relations  specialist 
is  responsible  for  career  interests  testing, 

'  See  "learning  Plan  Negotia^on,"  page  54. 

3.  Hold  student  orientation  activities  during  first  w-eeks  of 
sc;iool  year  ^ 

For  a  general  overview  of  program  orientation,  see  "Program 
Entry /Exit,**  Student  Serviaes,  pagms  27-35.     For  rmmarks 
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KEY    LEARNINS    PUN    DEVELOPMENT  STEPS 


1,      Aia@33  laoh  s^d@nt*i  Bmiitf  Skilli  ibilitisi  and  earsar  intern  befpre 
sshool  bef^i^ 

^2.  Gather  trans orlpt  data  suio^i^iie  prelininary  asissiments  on  a  Student 
/  P^sfila  for  each  student, 

3.    ^Hald  itu^nt  eriintatien  aatlyities  during  first  w€@ki  of  sohoQl  year* 

.  4,      Hold  first  Jtudent/staff  eonftrtneei  to  6d.mamm  aigesiment  data,  plan 
learning  atratafies  and  mmt  initial  tarfet  dates  i 

learning  aianacrer r    peoieets ,  journals,  iaaie  Skills  and  Lifii  Skllli 
needs  and  interests  ' 

mployw  re  la  t  ieni_  speeiali  it  i    exploratiQn  lei^ls#  s^eer  interests 

learning  r^sogroe  ipeoialisti    oompetenoy  eertiftoation  and  mm  of 
resovirees  (partiei^^^y  BmXQ  Skills  prograBMd  materiali) 

i.      Include  in  all  conferenees  disfjusiion  of  aoaount^ili^  standards  and 
s<Ado1  year  aobion  zones  for  a^^cing  progr^  requirements* 

to*      Develbp,,  e^ly  in  the  y^r,  preliminarY  B^ia  Skills  profiles  for  each 
student*  " 

7,      Complete  Learning  Site  Analysis  ForM  for  all  sites  being  used  by  students 
for  learning  levels  and  projeat  aetivi^es*  ^  ' 

8*      Monitor  ^d  retard  individualized  sCudent  work  in  all  strategies  - 

9,      Initiate  employer  seminars  Mid  h alp  students  ineorporate  them  in^o  ^eir 
individual  projeat  activities* 

10*    Be  alert  to,  and  re^rt  to  other  staff  *  any  raleyant  changes  in  ea^ 
student's  performanse  md/os  behavior, 

11*    Initiate  aeeount ability  eonsequenees ^  speeial  oonferenoes  With  students 
and  so  forth  as  necessary*  , 

12^    Hold  end-of'^zone  debrief ings  to  e^luate  student  progress  and  report 
evaluations  to  parents  at  the  end  of  ea^  sdiool  year  motion  zone. 


13*    Certify  student  performance  of  required  strategies  «id  verify  progrMi 
oowpletlon* 


*       Lemrning,  Plmn  NBgotiMtim  (item 


about  orimntmtlon  to  ihdividmJ^  learning  stracegriea  see 
"Caxmmr  Explorations  /*  page  137 f  "Projectrnf"  page  220  ^ 
'-Leajjiing  5  Skill  Buildi'ng  LmvmXB,"  page  J07 1 
,  CompmtmnaimB /*  pagm  350  f  "htudsnt  pJournaiM  /'  pag&^if , 
and  " Employ mr  SmminarM  /'  pagm  470;  for  orisntation  to 
Imaming  rmBOuramm,  mmm  pagm  489. 

■ .  .  /  ■     ■  '  . 

Hgld  flypt  learning  plan  gonferencai  tQ^43.3cuss  aaaegsmant 
data^  plan  laaming  stgatagies-any^t  initial  target  datae 

Bieaa  eonfaraneea  are  held  dicing  and  shortly  after 
orientation*    Students  meet  with  tooie  staff  responsible  for 
negotiating  individual  learning  strategies  with  them*  Staff 
should 

a*    makm  Burm  thm  studmnt  tmdmrstandB  the  progrmm  and  thm 
purpo&mB  of  thm  Imarning  stratrngy 

aomparm  thm  Mtudmnt' s  amsBBsmd  abilitimB  with  hisi  or 
hmr  intmrmMtM  and  goalB  and  idmhtify  immdiatm  Imarning 
n^dm 

a.    smt  Mhart^term  Imarnlng  objmotivmB  to  meet  those 

nmmds  f  plan  learning  stratBgims  and  smt  targmt  dates 
for  thmir  oompletion 

'    ^       ^  ■        ^        .  D  .  * 

d*    atrangS/  if  nmCBSMmry,  thm  nmsct  aonfmrmnam  date  with 
thm  Btudsnt     >  ' 

i  ■ 

Ihe  learning  manager  discusses  student  joiumals  and  pro jeot 
negotiation  in  tersis  of  Life  Skills  interests  and  assessed 
Basic  Skills  ^ilities «    Also ,  i^e  learning  manager  may  ^ 
discuss  the  relation  between  projeot  aotivities  and  the 
student's  career  interests*    See  "Studmnt  Journals,"  pagm 
421  J.  and  "Projmats/'  pagm  245, 

Bie  employer  relations  specialist  disoussas  career 
interests  assessment  and  thm  selection  of  career 
exploration  whites.    iom#^  retuminf  studmts  may  choose 
imadiately  to  begin  leaning  levels  j  all  students  must 
hov^ever  plan  career  ej^loratlons  as  w<ill.    $mm  *'€armmr 
E^ploratioiWf"  pmgm  1 4a* 

.    "  '  / 

"^e  leaning  resmarce  specialist  ^discussas  conpetency 
certification  procedures,  e^lains  the  learning  center 
resource  files  ^d  helps  individuals  with  use  of  progranmed 
-aaslc  Skills  learning  materials*    See  "Compmtmnaims /' 
page  354^  and  "ProjmatBf  "  page  253.  ■  . 
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5  *     inqlude  in         confarances  discussion  of  account^ility 

standards  and  sdhgoj^  year  action  gones  for  reatinff  program 
raqui reman ts  ^  ^ 

'■      ^  , 

Sinea  students  will  basieally  be  managing  their  own  ximm 
and  sdiaduling  the  preparation  and  eon^letion  of  thei^r 
individual  laariiing  aotii^ties/  it  is  oritiGal  that  staff 
m^e  sura  they  understand;  the  pro^Mi's  minimum  yearly 
perforraanoe  requiieD^nts  and  the  nature  of  the  calendar 
sonea  for  planning  their  learning  tasks  * 

See  "Learning  Plmn  Negotla^on /'  pages  77  and  81, 

6.     DevelQp,  early  in  the  year,  Preliminary  Basis  Skills 
Profiles  fog  each  student        ^  \  ~ 

Ih^a  will  be  updatad  throu^  the  year,  but  should  be 
initially  agreed  on  early  enougn  that  students  are  not 
delayed  in  planning  project  and  site  activities 
commensurate  with  their  lasic  Skills  needs  and  intarests. 

See  "Curriaulam  Outcoms^  /'  page  28,  mnd  "P^ojeats," 
page  246.  . 

7-    Complete  Learning  Site  Analysis  Foms  for  all  iites  baing 
t^ed  by  students  for  learning  levels  and  project  activities, 

Ideally,  .LSAFs  should  be  on  file  for  every  site  students 
visit  on  career  explorations*    Given  the  niimbers  of  sites 
in  the  Ilffi  network,  staff  usually  complete  as  many  as  s 
they  ean  early  and  definitely  finish  one  for  aadi  site 
chosen  for  laaming  levels. 

See  "Lmmrnihg  Plan  Negotiation/'  page  72^  "ProjmatB/' 
pagm  213 ,  "Lmarning  a  skill  Building  Lmvelm/'  pagm  301 
md  Appendix         For      morm  detailmd  w^lk^ti^ough  of  the 
ISAF  see  Empldymr/Conmtmity  Remouraes ,  Appendix  M* 

8*    Monitor  and  racord  individual  student  work  in  all  stra teenies 

After  their  initial  learning  plan  conferences ,  students  ■. 
should  be  working  independently  at  the  learning  canter 
and  at  sites  in  the  eoniRunity  on  all  the  various  learning 
strategies.    Staff  and  students  individually  met  dates 
throughout  the  year  for  conferences  to  discuss  progress  and 
pita  new  strategies.  ^  < 

"Student  Reaor^/'  Student  Serviams^  Items  9^14 ,  explainm 
and  displays  all  studmnt-rislated  ieaord  forma  and  proaBdu^es . 
For  imnl  taring  and  reaording  disausslon  of  the  separate 
strategies ,  see  "Career  Explorations  /*  paga  157,  "Projmats/' 
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Learning  Plan  Nsgoti^tion  (Itmm  10) 


page  S$4i  "Lmarning  5  Skill  Building  Levels^"  pafe'vJ2J, 
"CompmtBnaims,"  pmgm  355,  "StudBnt  Journals,"  pmgm  425, 
and  " Employ mr  5mminar&  /'  pmgm  474* 

Inltiata  aroployer  saminMs  and  help  atudants  inOTrporati 
them  into  their  individuar  projagt  aa^vitiea 

As  mueh  as  poiaibla^  laaming  raanagars  and  iniployer  relations 
apaeialists  should  try  tO' halp  itudenta  plan  projadt 
aetivitiaa  to  follw  thrbugh  on  information  gained  during 
amployer  samina:^i  * 

See  " Employ er  Smmnars ,"  pmgm  472* 

10 •     Be  alert  tOy  and  report  to  other  staffs  any  relevant  changes 
in  each  student 'i  performanoa  and/or  behavior 

Zone  progresa  aee-ttnga  and  zone  debrief ings  held  regularly 
for  each  school  year  action  lone  enable  staff  to  meet 
together  to  share  infoCTiation*    In  addition^  the 
Accomtability  Write^Of  form,  and  Maintenance  Visit  Record 
fom  CM  be  used  to  pass  inforaation  to  other  staff  i  also 
staff  meet  info^ally  as  needs  arise. 

Smm  "Lmmmlng  Plm  Nmgotiatdon,"  pmgm  66*  ■  , 

11.  Initiate  ac^untabillty  conseq^uenoes   jpeclal  conferences 
with  students  and  so  fortifi  as  necessary  \ 

Since  students  are  working  to  a  large  eirtent  on  their  own 
and  at  sites  in  the  comiunity,  it  is  critical  ,,jUiat  staff 
respond  qmckly  to  any  problems  or  special^  issues  that  might 
arise* 

For  adaomtability  aonBequmnomB  and  cgnfmrmncms,  see 
"learning  Plan  Nrngotimtionf"  pagms  78  i^d  55. 

12,  Hold  zone  debriefirigs  to  evaluate  student  progress  and 
report  evaluations  to  parents  at  the  end  of  each  sdiool  year 
aatipn  zone  ,   .  / 

'  In  addition  to  the  record  system  (whadi  should  be  kept  j 
to^date  for  each  student/  staff  also  use  lona  debriefings  *  / 

,   to  siamwiEe  their  dbservationi  and  inforration  about  '  / 

indi^dual  student  progress,     Msults  of  these  meetings  are 
sunmarizad  and  i^edrdurlng  par^t  reporting  cohferenoes .  / 

Smm  "Lmarning  Plan  ^mgotlatlon/'  pagm&  67  and  90  * 
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13.  Certify  studant  performance  of  regiiired  strategies  and 
verify  program  cQinplation 

'Am  laarning  manager  is  responsible  for  varift^ing  student 
woric  in  projects ;  tiie  employer  relations  specialist 
otversees  career  e^loratloni  and  laarning  and  skill 
building  levels  i  ^e  learning  resource  specialist  verifies 
student  ciofflpetenciaa  work#  co^etency  certifiers  from  the  . 
coBiaynlty  actually  si^  off  on  in^vidual  competencies. 

Far  prog^mm  aomplmtian  requirmmentB  ^  sea  "Lemming  Plmn 
NegotiAtlon  f"  pmgm  S2 ,    Far  thm  a^Bdmntimling  prpaeBs , 
see  "Progrmm  Sntzy/EHlt,"  pagm  37^    For  ganarai  disauBsion 
of  perforimnce  mnd  evaluation  am  it  mpplims  to  IndividuAl 
Immxning  Mtrmtmgim ,  mmm  sutm^umnt  sactionj  of  this 
hMn^Qok.     "Curriculum  OutaommB"  provides  Bumnuimm  of 
mvmlumtion  for  mmoh  aurrioulum  oomponBntf  for  Bmmia  Bkills , 
BBm  prngm  29,  for  Lifm  Skillm ,  &mm  page  22,  for  Career 
Davmlopmmntp  smm  pagm  34* 


L&Arning  Plmn  Nrngatimtion 


CHECK   YOUR   NIGOTIATION  SKILLS 

Thm  follming  qmstions  asm  hmlp 
you  look  mt  your  brnhMvio^s  with 
stud&nts  Md  smm  whmra  you  might 
wish  to  iB^rovm  gou^  nega^ation 
skillM. 

Rmad  ovrnj^  CA#  qumstionm  onam  and 
ahmok  thosm  Jb^hMviorM  you  fmml  you 
alMM^  hBvm.    For  Meh/  writs  in 
Mn  mxamplm  from  yot^  own  mxpmrimnaes 
to  show  gQursmlf  thMt  you  mdsrMtand 
what  thm  hmhmvior  involymm^  Thmn 
rmu\3^n  to  She  qummtioim  you  did  not 
ohmck  Mnd  think  about  whmt  you  naght 
do  to  in^rom  yoursmlf^    iMk  for 
mxampl^^  ^w^ing  your  next 
mfgotiatimsi  riW?  studsnes* 

Work  wiiJi  tJii^  ^hmokliMt  until  you 
arm  ms^ormhXm  with  your  wkillM  and 
m^timfiBd  you  mrs  dmmling  mffsativmly 
and  honm^tly  i^ifi/i  MtudmntM. 


INITIATING  BEHAyiORS 


□ 


bn         consciously  tiUce  itepa  to  put  thm  atudtnt  at  eaaef    Giv#  an  eiw^lii 


Ga  /iit'  ms^m  th#  Xf^ yarning  task  riiquirasienta  elear  to  the  student?    Give  an  txa^lei 


□ 


Od  yvMj         'i^c  Ltmrnit  kn^^^  wliAsh  isp^cta  of        tatk         negetiable        whi^  aipects  arm 

not?  ^^m^'^.^^  -  . 


[  ~|  thinH  m  -mK  ?^  ^u^^tioni?    Give  m  mmmplmi 


□  ^ 


] on  invite         stt^nt  ts  ask  qiseitians  in  fsttx^?    Give  mn  exsfHplei 


r~]  DO  you  challenfe  thm  student  ta  ^a^lore  mre  areas  ©r  look  at  areas  of  freater  dlffieulty? 
l~J  Give  an  em&^lmt  ^ 


□ 


Do  yoti  en^urage  th#  student  to  find  personal  waning  in  the  tasks  beinf  nego^ated^  Give 
an  axaople  i  .  t  . 


Hi 
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D©  yau  pEQ^dt  Qpmninqm  for  th©  itudent  for  sel£-^se©v«ry i  do  you  avoid  Itadinf  itudents 
I— J  by  the  hand,  telling  toem  tve^ythlnf  they  "ihould  kn^-*  about  thti^«lv#i?    Give  an  ixample 

s 

□ Do  you  give  opportunities  for  the  student  to  Mveal  personal  ftelings,  lelf-eoncepts , 
opinions  that  inay  be  ^reatening?    Give  mn  example  i 


□ Do  you  umm  your  interviews  With  itydents  for  dlafnostio  purpogei,  reviewing  wi^  yourn 
afterwards  what  you  learned  ^©ut  the  itudent  and  his  or  her  needs?    Give  an  example i 


Do  you  end  your  s#ssions  with  students  on  positive  notes?    Give  an  exa^lei 


□ D©  you  try  to  bi^ld  m  atraosphere  of  aooeptance  and  free  exohange  of  ideas?  Give 
example  I 


I^J  DO  you  show  care  f©r*TOr^tudent  as  an  in^vidual?    Give  an  exMples 


RESPONDING  BEHAVIORS 


Are  you  willing  to  explore  sufgestiens  the  itudent  makti?    Give  an  exan^lai 


□ 


Do  you  answer  questions  direotiy,  or  do  you  keep  things  baekl    Give  an.exmple: 


□ 


Are  you  alert  and  responsiv<i  to  elues  the  student  might  give  you^^such  as  imaasineis, 
imprecise  or  avaiive  aniwers  and  so  forth?    Give  an  exaroplei 


Are  you  a  good  listeners  do  you  show  the  student  you  want  to  hear?    Give  an  eKainplei 


y©  you  give  useful  feedback  on  ideas  and  behaviors  thm  student  shows?    Give  an  example i 


Do  you  assure  st^ents  that  ^eir  ideas  *  suggestions  and  oehaviors  are  confidential  that 
they  ©an  trust  you?    Give  an  example  i  = 


(AppmnMx  H,  MMnsg&mmnt  s  Omnization^  Msmssms  insmrviam  trmxning  for  EBCE  staff.) 
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CAREER  EXPLORATIONS 


Car^aar  ga^logatiens  are  three-  to  five-day  student^ 
encoimt^ri  with  the  people  and  job  tasks  related  to 
oeeupations  that  intereit  toem*    At  eommunity  sites  of 
their  choice^  students  oonplete  Exploration  Padcages  tiiat 
help  them  practice  investigation  /and  assessment  techniques 
they  oan  use  in  eareer  planning  throughout  their  lives* 


EBCE  PURPOSES  FOR  CAREER  EXPLORATIONS 

The  career  eKploration  process  is  an  impor-fiant  EBCE  strategy  for 
helping  students  perceive  and  act  on  the  relationships  among 
learning*  social  interactions,  and  earning  a  living*  Career 
explorations  integrate  activities  in  all  tiirfee  curriculum  areas 
(Life  Skills #  Basic  Skills' and  Career  Development)  and  are 
intended  to  help  students  ■      .  ' 

1.  meet  adults  and  see  how  they  interact  in  the  course  of  a 
normal  workday 

2.  learn  about  particular  occupations  while  refining  their 
career  selection  skills  by 

a*    iu 'litigating  the  personal  and  educational/training 
prerequisites  of  specific  jobs  ' 

* 

b.    examining  how  psychological,  social  and  .environmental 
factors  can  affect  working  conditions  and  job 
satisfaction 

c*     Gpnparing  personal  characteristics  and  values  with 
those  perceived  at  various  work  sites  '  ' 

3.  find  their  way  into  and  aromd  the  cornnimity  to gain  a  more 
realistic  sense  of  themselves  as  menybers  of  a  changing 
society 

4.  confidently  use  interviewing  and  critical  thinking/ 
gbservation  techniques  to  gain  information  and  draw 
conclusions  ,         ■  ^ 


11.7. 
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5*    use  nsw  data  gained  during  allocations  to  adjust  their 
individual  goals  and  learning  plans,  particularly  in  terms 
of  ei^sequent  site  oholces,  pro jest  negotiations  and  related 
learning  level  activities 

THE  PEOPLE  INVOLVED 

tte  f^jnployer  inatruator  (EI)  is  toe  individual  who  has  agreed  to 
work  with  a  student  at  his  or  her  job  site* 

Bie  employer  relations  spaoialist  (IRS)  is  the  EBCl  liaison 
bewaen  program  and  employer  site  persormal  who  facilitates  and 
monitors  the  student's  placement  on  and  \mm  of  sites* 

Thm  learning  meager  (LH)  and  learning  resource  specialist  (LES) 
are  learning  center  staff  who  support  student  site  learning  as 
It  relates  to  project  activities  and  to  tte  general  direction  of 
the  student's  total  learning  plan* 

RELATIONSHIP  TO  INDIVIDUAL  LEARNING  PLANS 

^.*e  Ixploratlon  Package  cospleted  for  eaA  site  helps  5  students 
foqus  on         organize  ^their  site  experiences  so  as  to  better 
underitwd  their  career  interests  and  options,    itudenta  alio 
meet  in  groups  to  share  their  site  experiences  Mid  tq  discuss 
.the  impact  of  what  they  }mvm  learned  on  their  present  and  future 
career  developTCnt  goals. 

Perspectives^  gained  by  the  student' torough  career  eKplorations 
also  figure  significantly  in  negotiating  other «E1CT  learaing 
activities*    Ej^loration  may  lead  to  the  student's  dioosing  to 
return  for  more  extensive  iearning  level  or  skill  bulldinq. 
activities  at  a  site  1  or  ej^riences  at  a  site  might  cause  a 
sttMent  to  ej^lore  otter  sites  in  careers  he  or  she  had  never 
considered^ before*    In  some  cases #  career  ei^loratlons  form  the 
base  for  individual  projects  thmt  integrate  learning  in  all  three 
curriculum  ueas.    Students  aire  also  encouraged  to  write 
cbservmtlons  on  their  career  ei^loratiOTS  in  their  joijknals  as  an 
additional  way  of  synttiesi^ing  tiieir  site  es^eriencesV 

EXPECTATIONS  FOR  STUDENTS 

All  Students  are  required  to  use  career  information  resources  md 
to  select  a  minimtra  of  five  job  sites  for  ciireer  explorations 
each  program  year,    ladi  site  esqperience  lasts  from  three  to 
five  days  and  must  include  conpletion  of  an  la^loration  Package. 


Cmremr  Explorations 


Emdi  exploration  is  avaluatecj  by  the  employer  instructor  and 
ernployer  relations  speoialist  on  the  basil  of  the  quality  of  the 
Exploration  Package* 

Tin»  and  perfoCTUUiee  criteria  are  established  independently  for 
each  e^lorationi  depending  on  the  needs  of  the  student  and  the 
circumstances  at  individual  sites,     TJie  program  generally  reqviires 
that  students  spend  at  least  15  hours  per  week  on  site  activities. 
Those  hours  are  achieved  through  whatever  coi^ination  of  site  uses 
is  appropriate  to  the  individual's  interests  and  needs — that  is, 
career  es^lorationar  learning  levels^  skill  building  levels  or 
special ^ placemen ts . 

Students  are  expected  to  affliere  to  accountability  iitandards  for 
site  behavior,  partictLLarly  concerning  site  regulations  and  time 
arrangements* 


STUDENTS  WORKING  AT  SITES  .        *  ^ 

BICE  employer  sites  are  recruited  to  participate  in  a  comprehensive 
learning  progrMi;  students  cannot  work  for  pay  during  school  hours 
at  any  of  the  sites  they  are  ef^loring.     Nor  are  students  allowed 
to  become  "coiraiercially  productive"  by  actually  perforndng  tasks 
that  might  give  the  employer  commercial  returns  for  their  efforts. 
While  as^lorations  are  short  enough  that  tiiese  issues  brdinarily 
do, not  arise,  staff,  students  an^  employer  instructors  should  be 
made  aware  of  them.    Students  wishing  to  be  ea^loyed  at  EBCT  sites 
may  aMange  to  work  there  after  school  hours*     (See  "Learning  & 
vikill  Building  Levels,"  page  287 ,  for  a  display  of  (CE)2's 
rationale  and  policy  statements  on  commercial , productivity  and> 
Work  for  pay.) 
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SUMMARY   OF   CAREER   EXPLORATION  ROLES 


EHPWYWR  RELATIONS 
SPECIALIST  (Sm) 


BMPLOrER  INSTRUCTOR 
(EI) 


Z^MNING  MANAGER  (LM) 
AND  LEARNINQ  RESOURCE 
SPBCIAMST  (Lm) 


Attend  drientafcion 


Take  career  in te rest 
tests  to  pinpoint 
options 

Pick  ebBsynity  sites 
for  axplorinf  careers 
of  interest 

Research  sita  and 
job  charactaristies 
and  talk  «rith  ESS 
about  choice 


Orient  lis  and 
stu^nts 


Go  to  site,  aeet  EI* 
sign  pla^eient  . 
contract  for  tiste  to 
be  spent  at  site 


CowsA^^fu^nti  oh 
thair  carier  interests 
and  site  choices * 
helping  then  with 
lasearch  as  necessary « 
discuss  career 
Interests  in  terms  of 
ather  leaminf 
activities  and  foals 


Its 


Hsk^  appointment 
student  site 
placements,  going  with 
students  on  their 
first  escpiorations  to 
introduce  them  eo  lie 


Agree  to  receive 
students  on 
e)^lsrationi 


Confer  with 
regar£U,ng  site 
information  students 
can  use  when 
researching  their 
career  options 


icheduie  time  for 
Students  to  visit 
site 


Sl^port  student 
o^Tientaticn 


supports  student 
career  research 

LH  helps  coimiel 
students^  pilating 
career  interests  to 
otMr  learning  goals 
activities 


IM  negotiates  as 
necessary  iasic  ikills 
eKercises  or  proji^ct 
activities 
coi^leted  at  ^ 
specific  site 


As  turn  copy  of 
placement  contract  to 
Ell  and  receive  blank 
is^loration  Package 


When  students  retu^ 
placement  contracts 
signed  by  Els#  fiv^ 
them  blank  Exploration 
Packafes 


Be>:ei\^  student, 
c^ifilete  placement 
form  and  introduce 
him/her  to  site  and 
other  personnel 


LBS  helps  student 
obtain  Md  use  caioeras 
or  tape  recorders  for 
CMi^lating  l^loration 
fackages 


Qso^lete  gj^loration 
Package  and  any  other 
learning  activities 


Obtain  ^I 
verificaeicm  of 
conpleted  package 

Write  thimk  you 
letter 


Notify  EPS  of 
conclusion,  turn  in 
Ejcploration  Package 

Select  other  sites 
to  explore  Mid 
atteni  debrieflngs 
with  8^  and  o&her 
student.^ 


Maintain  contact  with 
Els,  monitor  student 
attendance/ 
performance 


^ceivtf  and  coift^nt 
on  cospleted 
Exploration  Packages 

Continue  career 
counseling  and  hold 
debrief ings  with  / 
students 


tospond  to  student 
questions^  help  as 
necessa^^  with  work 
on  Si^loratlon 
Packa^a  and  other 
leaCTiing  activities 


LH  Interacts  with 
EES  regarding  student 
learning  progress 


Si^  E^loration 
Package  when  coB^leted 
satisfactorily I  sign^ 
and  ^lail  placement 
contract  postcard  to 
EHS  to  verify  student 
attends  ce 

/ 

/  Relate  to  EUS  any 
observations, 
c^inionSj  criticisms 
of  e^loration  -process 
or  particular  student 
ptrfoCTiimee  , 


Ul  ^rtifies  as 
necessa^  the 
co^letion  of  my 
site'^related  learninf 
activities 


IM  and  LHS  continue 
helping  the  student 
in^grate  site 
e^eriences  with 
choices  of  laarning 
activities #  goals 
and  resources 
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Steps  to  Follow 


Thm  stmps  li&tmd  below  genmr^llg  oatlim  tmsks  staff  aust  considmr 
whmn  planning  And  implmMnting  CMrmmr  Bxplormtionk ,     ChecAIists  of 
Bpeaifia  studmnt  and  mmplayer  instruator  tasks  appear  in 
naTrmtlvm  for  Item  10* 


PREPARING  FOR  CAREER  EXPLORATION  .  page 


Agrae  on  purposes  and  requirainents  for  career 
aj^leration  ^ 


Agree  on  student  rights  and  rasponaibilities  for 
earaar  explorations 


10 


Arrange  for  transportation  and  other  supportive 
logistics  and  materials  for  student  site  use 

Gonduot  orientations  for  students  and  employer 
ins trUG tors         .  / 


1  O 


21 


111 


m Prepare  assessment  instruments  and  other  resources  , 
students  will  use  to  select  sites  ^ 


Agree  on  design  of  Exploration  Package  119 
Plan  site  placement  procedures 

Designate  staff  to  oversee  career  explorations  126 


128 


130 


Identify  .opportunities  for  e^lorations  in  the 
coswunity  ^  ^         ,  . 

Establish  recor&eeping  for  career  esplorations  131 


134 


137 


WORKING  WITH  STUDENT  EXPLORATIONS 

^=1    Initiate  career  assessment  and  use  of  resources  ^ 
■    for  student  site  selection  ^ 


12 1    Counsel  students  regarding  their  site  choices  14$ 

Arrange  with  employer  instructors  for  students  to 
go  to  toeir  sites  for  e^lorations 
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Mak©  sure  students  and  employer  instructors 
miderstand  what  they  will  be  doing  on  the  site 

Negotiate*  as  appropriate*  additional  learning 
aoti^ties  for  itudent  explorations 

Reeord  site  plagementa  and  nonitor  student 
ej^lorations*  inoluding  work  on  Exploration  Paekages 


17  j    Initiate  aaooimtability  eonsequences  as  necessary 

.    Share  information  about  student  explorations  with 
other  staff 

! 

Bespond  to  owpleted  Is^loration  Packages  ^  verifying 
employer  instruetor  evaluations 

Beoord  coop leted  explorations  and  support  continued 
student  site  uses  ^ 

|2lj    Hold  debriefing  meetings  with  students 


Career  Explorations  (Ztem  1) 


Preparing  foi^  Career  Exploration 


Agrae  on  purposes  and  requirements  for  career 
explorations 


Csremr  mxplorAtlon  purposes  and  rmquirmmBnts  arm  summrized  in 
:thB  prB\rimw  to  this  Bection  fsee  paga  105^107)  .    In  the  following 
disaussian  we  offer  smtm  additional  rmmMrks  mbout  ths  naturm  of 
this  mtratmgy  thAc  ijour  staff  might  aonsider . 


^  THE    EXPbeMTIOr'  PROCESS  . 

Career  as^lorations  ahould  not  be  lird,tad  to  students  acquiring 
information  a^out  care.ers.    Rather,  site  experiences  shQuld  come 
full  circle  in  the  student* s  use  of  that  information  tb  re^exajniine 
options  and  make  decisiQns  related  to  educational  goals  and 
lifestyle  aspirations  in  general . 

it  is  therefore  important  for  staff,  students  and  employer      .  , 
instructors  to  remei^er  ^lat  career  exploration  is  a  process .  It 
comprises  a  logical  series  of  steps  through  which  students  learn 
more  about  a  specific  jobtand  relate  that  learning  to  their  own 
interests  and  abilities/.  In  an  EBCE  program  ttiese  steps  overlap 
several  key  sets  of  ac^dvities  that  are  treated  in  more  detail 
later  in  this  sections 

1.     the  preliminary  self-reflection^  assessment  and 
career  researoh  students  do  as  part  cf  selecting 
sites   (see  items  2  and  11) 

2*     die  onsite  and  followup  investigation  and  matching 

of  self  and  job  that  students  perform  as  part^of  their 
actual  ^3iploration  of  selected  job  sites  (see  Items 
3  and  14) 

3.  the  subsequant  negotiations  of  otiier  sites  to  explore 
or  the  return  to.a  slfe  for  learning  level  activities 
(see  Items  12,  20  and  21) 

4,  the  various  interactions  students  have  with  staff 
to  design  individualized  learning  plans  that  bring 
together  Career  Development  experiences  with  BasiG  ' 
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Skills  and  Life  S-cills  objeetives  comiensurate  with 
each  person's  parceived  n^ads,  Interesta  and  ^ilities 
(gee  below,  "Ral5:^:i±cn  to  Other  Learning  Strategias," 
and  Item^  15) 

By  repeating  thm  aj^loration  process  a  minimum  of  five  times 
eacii  program  year  students  have  several  opportunities  to  acquire 
and  practice  the  general  skills  and  confidence  necessary  to 
continue  assassing,  investigating  and  refining  tiieir  career  options 
and  plmning  learning  activities  on  a  lifetiM  basis,    Wiese  skills 
are  provided  for  in  the  exploration  process  and  practice  in  them 
is  also  built  into  all  negotiations  students  have  with  staff— 
particularly  regarding  the  design  of .indivLdualised  project 
activities-    Staff  responsible  for  career  explorations  should 
therefore  understand  that  tiiis  stratagy  does  not  stmd  alone;  it 
is  one  of  a  battery  of  EBCT  strategies  which  togetoar  are 
eap^le  of  delivering  ^onprahensive  and  integrated  learning 
experiences  to  the  student. 

To  demonstrate  the  logic  built  into  all  EBCS  learning  strategies 
the. display  on  the  following  page  shows  how  critical  thinking 
steps  basic  to  implementing  student  projects  also  apply  to  career 
explorations. 


RELATION    TO    OTHER    LEARNING  STRATEGIES 

In  considering  the  purposes  of  career  eKplorations  staff  should 
also  agree  on  toe  relation  between  aKplorations  and  next  steps 
students  might  take  to  follow  through  on  their  interests  and 
learning  needs,     Ihese  next  steps  will  be  selection  of  other  sites 
to  explore #  choosing  to  return  to  a  site  for  learning  level 
activities  and/or  negotiating  related  project  activities* 

Career  Explorations  and  Learning  Levels  \ 

While  career  exploration  may  be  seen  as  a  preliminary  $tap  to 
more  involved  learning  lelfel  activities  it  should  not  be 
underrated  as  an  instructional  strategy  in  itself,    ^ese  two 
levels  offer  quite  different  kinds  of  Iftarning  mid  students 
should  be  free  to  select  for  themselves  which  kind  they  wish  to 
emphasiie* 

In  explorations  students  look  over  many  different  options,  ^Hiey 
move  from  site  to  site^  touching  on  a  wide  %*ariety  of  skills ^ 
meeting  an  equally  wide  assortonent  of  people  and  observing  many 
diffarant  kinds  of  work  environments^  products  and  values* 
Students  may  leam  a  lot  about  jobs  and  work  in  general  and  they 
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CAREER    EXPLORATION    AND    CRITICAL  THINKING 


Much  of  mxparimncm^baM&d  educM^on  hlnyes  on  students  l^^rning  to  think  for 
th^mmlvms.    To  that  mnd  (CE)  2  d^vot&s  an  sntire  Life  Skills  traa  to  the 
ariti ami'  thinking  st&ps  n&a&ssAry  to  process  and  act  on  information  gAined 
from  v^iouB  m3eperiene&& ,    Following  are  b^sia  ariticMl  thinking  obj&ativms 
lookmd  St  from  the  point  of  Mmw  of  career  e^piorations*     Thesm  sajne 
objectivBB  help  organic  the  design  of  student  projects  Mnd  underlie  mil 
leMrnlng  pl&n  negotiation  activiciea* 

Identify  the  Problem  or  Issue 

The  major  problem  is  pretty  much  given  as  a  condition  of  lifas     it  is  to 
learn  as  much  aa  possible  about:  a  variety  of  jobi  10  the  yowig  person  qbh 
make  more  intelligent  choices  about  schooling*  careers  and  life  aspirations. 

Gathif  and  Sort  Information  Relattd  to  tht  Problim 

Students  utilise  career  interest  assessment  tests  to  begin  sorting  their 
own  aspirations  in  relation  to  their  interests  and  abilities.     Attending  an 
orientation  to  career  escplo ration  further  encourages  them  to  actively 
consciously  examine  theniselves  and  their  available  options . 

Intirpret  the  Infonnatlon 

This  is  a  continuous  step  begLnning  with  self-assessment  and  extending 
through  researching  interesting  jobs  and  selecting  sites  to  es^lore, 
exploring  them  and  seleetinf  others.     Constant  interaction  with  staff  and 
essDloyer  instructors  helps  guar^tee  that  students  consider  the  different 
alternatives  ^at  can  be  interpreted  from  the  inlQOTation  they  gather  about 
themselves  and  about  available  jobs, 

Dfveiop  i  Variety  of  ATternatives  and  Define  Course  of  Action 

students  develop  their  alternatives  by  investing  chemselves  in  the  actual 
escperienees  and  procedures  necessary  to  ej^lore  sites ^    ly  interacting  wi^ 
eB^loyer  instructors  and  completing  Sxploration  Packageg  for  each  site, 
students  continue  gathering  aiid  interpreting  infofTnation  for  several 
alteimative  career  options  and  liegin  defining  courses  of  action  (that  is* 
si^sequent  site  choices  and  learning  activities)  that  more  directly  reflict 
what  they  Jcnow  about  themsel^s  and  their  interests. 

Evaluate  Results  of  the  Action  and  fake  Alternative  Course    f  Necessary 

This  step  also  builds  continuously,     it  is  specifically  provided  for  by  the 
completion  of  the  Exploration  Package  "match  or  mismatch"  activities," 
receiving  the  employer  instructor's  comments  and  talking  over  ej^eriences 
and  conclusions  with  staff  aiid  other  students. 
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may  rneat  many  potential  role  models  in  toe  persons  of  various 
employer  instruotors,  but  they  are  not  required  to  oommit  themselves 
to  any  job  or  person  for  any  great  length  of  time. 

On  tha  other  hand,  students  chMse  sites  for  learning  levels 
speoifiaally  because  they  deoide  to  conGentrate  their  energies 
in  one  plaee  for  a  while  and  dig  into  the  learning  potential  of  a 
particular  job  and  site.    While  they  niay  perform  more  complax 
activities  'at  a  learning  level,  those  activities  are  also 
simplified  insofar  as  they  are  all  organised  aromd  toe  learning 
of  a  given  job  and  usually  take  place  with  the  regular  support  .of 
one  adult  at  toat  site. 

(CI)  2  does  not  try  to  differentiate  between  the  value  of  one  kind 
of  site  experience  over  another.    All  students  are  encouraged  to 
follow  through  on  at  least  one  of  their  explorations  by  studying  a 
job  site  in  greater  detail  through  a  learning  level.     Thm  pTOgram 
also  recognizes  that  some  students  may  prefer  to  shop  around 
through  explorations  while  others  will  find  tiie  kinds  of  Gonmitment 
and  Goneentration  ooGUrring  at  tiie  learning  level  are  exactly  what 
their  goals  and  personal  characteristics  require. 

Life  Skills  and  Basic  Skills 

With  both  career  explorations  and  learning  levels  students  can 
negotiate  Life  Skills  project  activities  that  help  them  ipeet  basic 
curriculum  objectives  in  ways  that  are  commensurate  witii' their 
prafarances  and  needs.     Students  can  use  eitter  type  of  site 'to 
practiea  and  refine  their  Basic  Skills,  acquire  more  detailed 
comprehension  of  the  Life  Skills  and  achieve  basic  Career 
Development  objectives. 

For  instance,  the  Exploration  Package  is  primarily  geared  to  help 
students  in  toeir  career  developntent*  but  it  alio  gives  practice 
in  a  variety  of  Basic  Skills  and  Life  Skills.    T}^^  process  of 
meeting  and  interviewing  site  personnel  eKercises  communications 
skills  and  the  Life  Skills  areas  of  critical  tfiirtcing  and  personal/ 
social  davelopmant.    Similarly,  to  answer  questions  in  "toe  package 
students  again  axercise  critical  thinking  and  some  of  the  Self- 
raflaction  and  decision-m^ing  skills  associated  with  personal/ 
social  development.    By  the  same  token i  project  and  skill 
development  activities  that  take  place  during  learning  levels  will 
involve  the  student  in  Basic  Skills  and  Life  Skills  processes  as 
they  actually  come  together  in  daily  tasks  at  a  job  site* 

Optional  Site  Uses  * 

Ihere  are  two  optional  types  of  site  use  students  should  be  awLre! 
of  aa  they  consider  the  learning  possibilities  of  various  sites,  w' 


Career  Explorations  (Item  1) 


Skill  building  lavals  may  be  negotiated  at  EBCE  sites  for  those 
studants  wishing  to  acquire  thm  skills  needad  for  actual 
employmant  in  a  givan  ooaupation.    Studants  may  not  use  thiF  option 
until  thay  hava  finished  most  or  all  of  their  progran  requirements* 
Special  placamants  are  a  second  optional  site  use  in  which  studants 
.go  to  a  site  for  a  limited  amount  of  time  exprassly  to  oomplate  a 
particular  project  activity-    Botii  are  treated  in  graatar  detail 
alsewhare  in  this  han^ook  (see  "Cross-References*'  below)  . 


— ^  •  CROSS-REFERENCES   <  =  —  

Ways  in  which  student  Imaming  aQtivitims  are  integrated  with  one 
another  mrm  further  disaussed  in  "Learning  Plan  N&gotimtion 
pagms  43^51. 

TWO  importsht  strategies  related  to  career  explarations  that  are 
discussed  elsewhere  in  this  handbook  are  prajeats ,  on  pages  139- 
273 f  and  learning  levels ^  on  pages  277^337^ 

The  skill  building  level  is  smmarized  in  "Learning  &  Skill 
Building  Levels/'  pages  285-^28$^ 

Special  placements  at  employer  sites  are  discussed  as  an  optional 
use  of  comnunity  resources  in  "Projects  f"  page,  211^ 

A  display  of  (CE)^'^  Career  Development  outaome  goals ,  learning 
objeatives  and  suggested  learning  strategies  for  implementing  each 
objeative  appears  in  Appendix  " 
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Frapare  aasessment  inStruinents  and  other  resources 
studants  will  use  to  select  sites 


ASSESSMENT  INSTRUMENTS 


Some  way  of  assessing  career  interests  should  be  available  to  halo 
studants  select  sites  and  to  give  ^em  practice  in  self^reflection 
and  invastigation  processes  important  to  career  planning.  (CE)2 
students  use  two  insttfuRients  to  identify  their  individual  career 
interests? 

The  Self-Piracted  Search  (SDS)  helps  identify  career 
areas  in  terms  of  the  student -s  preferences  and 
eharacteristicb 

The  Career  Information  System  (CIS)  is  a  regionally- 
based  computer  system  toat  helps  students  identify 
their  interests  and  enables  them  to  pinpoint  specific 
jobs  and  occupations  available  in  the  Pacific  Northwest 
fOragon  in  particular)   that  relate  to  their  interests, 

Thm  SDQ  is  primarily  an  interests  refinement  tool  that. tells  what 
kinds  of  occupations  might  suit  students  according  to  the  way  they 
answer  questions  ^©ut  ttamselves  and  their  self-perceived 
characteristics.    It  is  avail^le  nationally  and  consists  of  a 
salf-aininistered  questionnaire  booklet  and  a  corresponding  key 
listing  occupations  that  mat^  the  student's  interests  according 
to  how  he  or  she  answered  questioM  in  the  booklet, 

^The  CIS  has  botii  an  interests  refinenent  portion  smd  a  "Quest" 
program  to  help  students  learn  more  specific  qualifications  and/or 
training  opportunities  in  occupations  that  interest  them,  ^ile 
im)2  uses  its  oomputer  terminal  featt^es  (direct  hook-up  to  a 
computerized  data  bank)  ,  thm  CIS  system  is  also  available  in 
needle-sort  cards  for  schools  loosing  not  to  use  computer  ^ 
termnals. 

Career  assessments  can  be  repeated  throughout  the  year  to  help 
studants  conpare  test  results  with  their  actual  experiences  at 
sites  in  the  conanwiity*     In  this  way  they  can  begin  to  broaden 
their  perspectives  of  a  given  career #  focus  on  individual 
variations  that  occ^  at  any  one         site  and  recognize  their  own 
growth  in  career  awareness  and  decision-making  abilities. 

See  Item  11,  page  145,  for  how  (CE) 2  students  use  both  instruments 
in  their  career  explorations* 
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OCCUPATIOiNAL  SITE  RESOURCES 

To  raalistisally  identify  career  interests  students  should  also 
have  access  to  detailed  desariptions  of  individual  occupations  and 
supplemantary  references  that  offer  broader  perspectives  on  the 
nature  of  work  and  career  plmnning.    While  (CT)2  relies  heavily  on 
ttie  Quest  portion  of  ttie  CIS  for  descriptions  of  occupations  it  also 
has  at  the  learning  center  printed  and  multA^roedia  materials 
pertaining  both  to  particular  jobs  and  to  general  career  development 
issues*    Heme»ber  when  selecting  resources  that  they  should  ser\'e 
priinarily  as  instruments  of  ^  ongoing  career  cowiseling  process 
that  is  based  on  actual  student  experiences  of  careers  which  occur 
during  their  explorations* 

The  CIB,  with,  its  cos^uter  terminal  and  several  different 
inforniation  services^  offers  invaluajble  "hands  on"  learning 
opportimi ties  for  students*    Ihey  can  sit  down  at  tte  computar 
terminal  and  ask  ttie  coa^uter  questions  about  work  aspects  such  as 
pr^able  wage  and  salary  ranges  or  probabilities  for  continued 
en^lo^ent  and  be  brought  in  touch  with  specific  jobs      at  match 
the  characteristics  they  desire*    Students  can  also  use  additional 
data  and  references  gained  from  tte  CIS  to  compare  wito  toair 
actual  es^eriences  at  sites  in  the  coBuminityf  ^er^y  both 
broadening  their  perspectives  of  a  given  career  and  fbeusing  on  the 
individual  variations  ttiat  occur  at  any  one  job  site* 

Characteristics  of  toe  sites  participating  in  tiie  EBCE  progra^r. 
should  also  be  kept  on  file  at  the  learning  center*  ThLm 
inforMtion  usually  includes  EES  notes  and  records  (including  site 
descriptions  and  Learning  Site  toalysis  Forms)  and  Exploration 
packages  completed  by  other  students  who  have  visited  sites*  A 
more  detailed  description  of  toese  resources  and  discussion  of 
their  use  appears  in  Item  11,  page  146. 


 — —   CROSS-REFERENCES  —  —  

Th&  Career  information  System  mid  Smlf^Dirmated  SBarch  arm  furth&r 
dBSaribBd  and  a  samplm  Quest  print^out  displaymd  in  Appmndix  E, 
Ordmring  informmtlon  for  both  instruments  is  also  givmn.in  that 
appmndix. 

"Lmarning  Resources  /'  pagms  494-'504^  contains  more  information 
about  site  rmsourc&s  and  career  de^&lopment  references . 

See  Appendix  F  for.a  list  of  the  bmsic  materimls  collection  kept 
by  (CEjg  mt  its  learning  center.    Because  of  the  wide  range  of 
career  development  resources  currently  available  we  do  not  make 
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Any  specific  rmconmmndations  as  to  whiA  you  should  purchMsm  for 
l&Arnlng  centmr  me*         BBsumm  your  own  district  and  school 
libraries  will  mlremdy  havm  many  such  materials  on  hand. 

The  learning  Site  Analysis  Form  (LSAF)  ,  completed  for  mil  sites 
t^md  by  student  on  lemrning  Imvels  and,  whenever  possible ,  for 
Bxploration  sites  as  well/  is  discussed  in  "Learning  Plan 
Nmgotiation,"  pages   72-76.   A  sample  of  the  I£AF  appmars  in 
Appendix  C* 


US 


Cmreer  Explormtlons   (Itmm  3) 


Agree  on  design  of  Exploration  Package 


Th&  Exploration  PAok^ge  dmvmlopmd  by  (CE)2  to  hmlp  students 
initi&te  mnd  follow  through  on  their  individual  cmreer  e>€plormtions 
is  diBplayed  at  thm  end  oW  this  section  (pages  169^185)  -    Bmlow  we 
offer  a  brief  d  -naription  of  that  paakagm.     Further  disaussion  of 
wh^t  studmnts  do  at  sites  in  SLddition  to  CQmplmting  the  paakage 
appears  in  Itmms  14  and  25* 


DESIGN 


(CS)2'^  E^cploration  Package  is  structured  so  that  students  work 

through  a  mini^ cycle  of  career  davelopment  activities  which 
include 

1*  initial  encounter  with  tiie  employer  and  site 

2*    observation  and  investigation  of  job  and  site 
particulars 

3,  reassessitent  of  personal  interests  and  qualifications 
for  that  type  of  work 

4 ,  a  wrap-up  evaluation  of  the  exploration  experience 

and  next  steps  that  might  be  taken 

lhare  are  several  "before"  sets  of  questions  whi^  the  student 
answers  at  the  beginning  of  an  exploration?  spaces  for  photographs 
or  written  descriptions  of  site  observations  and  several  sets  of 
"after"  questions  to  be  conpleted  at  the  end  of  the  evaluation* 
Questions  are  worded  to  familiarize  students  with  looking  at 
conunon  factors  that  impact  job  success  and  satisfaction  at  any 
site* 

Ihe  package  includes  a  folder  wiUi  pockets  for  slipping  in 
literature  obtained  at  toe  site  and  any  tape  recordings  the  student 
might  make,  of  intarviews  with  site  personnel.    Copies  of  additional 
coimnents  made  by  tte  student  and  his  or  her  thank-you  letter  to  the 
EI  are  also  filed  in  toe  pockets*    To  help  students  focus  on  toil 
many  career  options  open  to  them*  toe  folder  displays  toe  15  basic 
job  clusters  identified  by  toe  United -States  Office  of  Education, 
Hhe  cluster  can  be  a  starting  point  for  staff  and  employer 
instructors  in  talking  to  students  ^out  careers  and  the  various 
relations  that  ray  exist  among  different  types  of  work, 

/ 
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CVmiCULUM  AND  mSTRUCTIO^' 


Wiila  the  package  does  not  take  very  lonf  to  con^lete—perhaps  a 
coupltt  of  hQurs--it  is  sat  up  so  that  the  student  can  work  on  it 
throughout  his  or  her  stay  at  toe  site.    Students  should  be 
reminded  that  the  padcage  is  their  priM^  means  of  reeording  what 
toey  are  leading  at  the  site,     l^ey  shoiad  t^e  it  seriously  both 
ks  a  learning  tool  and  as  a  reference  other  students  may  be  i^ing 
for  deciding  whetiier  or  not  to  e^^lore  the  same  site  theEselves. 


JOB    SITE  INFORmTION 


Ihe  padcage  itself  does  not  have  places  for  the  student  to 
actually  record  toe  many  kinds  of  occupation-specific  infoCTLitian 
that  can  be  gained  at  a  sit  ;;      0\is  is  because  the  interview 
portion  of  the  process  is  xu  tended  to  capture  the  bulk  of  that 
kind  of  information.    Students  can  also  m^e  lists  of  facts  that 
particularly  interest  theai  and  file  toem  along  with  otoer 
site^related  mterials  in  t  ie  folder  po^ets* 

Following  is  a  summary  o    toe  t%pical  kinds  of  data  students 
might  gain  from  interviewing  toeir  en^loyer  instructor i 

1*    wo  A  i  ng  condi  ti  ons  :    hours  ^  environment/  fringe 
benefits,  sala^%  advancement  opportunities,  legal 
issues  / 


types  of  jobs  available;    work  tasks  perforsied,  kinds 
of  akitfls  exercised  and  incentives  particular  to 
specific  job  activities  (for  example,  satisfaction 
gained  from  using  certain  tools  or  producing  a 
PMticular  product,  advancesent  opr  travel 
opportwiities  that  ndght  be  attatoed  to  incre^rjed 
e3cpery.se  in  a  special  skill) 

3*     products  and  services  offered i    what  the  job  site 

produces,  how  its  actimties  relate  to  the  community 
needs  and  the  constaner  economy 

4,     job-related  materials  i    prin^arily  literature  available 
for  further  inforsi#.tion  about  toa  job,  its  conditions 
and  products 

5-    organizational  struct^e;     toe  coirpany's  manageMnt 
patterns;  where  and  how  decisions  are  made  mnd 
coBBiunicated  to  en^loyees;  channels  employees  have 
to  air  their  needs  and  criticisms 


120 


132 


Cmre0r  Explorations  (Item  3) 


6.     specific  job  qualifications  I     legal  (age  limits  * 
Sfcurity/aconomic  constraints  and  requirementa  and 
so  forth)  i  physical,  psyciiological  and  prereguisite 
training  and  educational  credentials 


COMPLETING    TWE  PACKAGE 


"^e  package  is  designed  so  that  prDcedures  for  conpleting  it  are 
basically  self-es^lanatory .     Students  must 

1*     tape  kn  interview  with  the  enployer  instructor  (or 
record  it  in  writing) 

2,  answer  questions  listed  in  toe  padcage 

3,  take  photographs^  draw  sketches  or  write 
descriptions  of  site  scenes 

4,  record  comments  and  observations  as  appropriate 

5,  gatoer  site  literature 

6,  write  a  thank-you  letter  to  the  eEployer  instructor 
(copy  to  be  filed  wi^  the  package) 

7*     turn  the  padcage  ovmr  to  the  esi^loyer  instruc3tor 
for  evaluation 

a,     notify  the  employer  relations  specialist  of 

padcage  completion,  turning  it  in  for  EBS  coranentB 
and  certification  of  coitpletion 
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CUmiCUWM  S  iNSTRUCTIOtt 


Plan  site  placement  procedures 


PLACEMENT  PROCEDURES 


Site  placement  procedures  currently  used  by  (CE) 2  are  listed  below 
with  references  to  other  items  in  thij  section  where  further 
details  are  discussed* 

1.  After  assessing  career  interests  the  student  looks  over  sites 
listed  in  the  (CE)  j  employer  network  and  picks  one  toat 
relates  to  an  occupation  he  or  she  is  considering,     (See  Items 
2  and  11,  pages  116  and  145*) 

2.  The  student  uses  the  Quest  portion  of  Uie  Career  Infomation 
System  to  gain  more  detailed  information  about  that  particular 
occupation*     (See  Item  11,  page  145  0 

3*    Ihe  student  t^es  the  Quest  printout  to  thm  employer  relations 
specialist  to  disOTss  tfie  site  choice  and  set  a  time  for 
beginning  the  escploration.     (See  Item  12,  page  148*) 

4*    After  discussing  the  student's  site  choice  the  employer 
relations  specialist 

a«    makes  mmm  the  site  if  available  (by  checking 
personal  notes  or  the  program's  Static  Board) 

h,     tele^ones  the  employer  instructor  and  arranges  an 
appointsant  for  the  student 

c*    notes  the  time  arranged  for  the  student  on  the  "first 

appointaent"  blaryc  on  the  Student  and  Employer  Instructor 
Contract  form  (discussed  on  thm  following  page) 

d.  pQBtm  the  first  sheet  of  the  contract  form  on  tiie  Status 
/  Board  ta  indicate  thm  student  has  an  exploration  site 

landing 

e,  givtes  sheets  two  and  th«e  of  the  form  (together  with 
tiie  Inployer  Instructor  Rej^rt  ^stcard)  to  thm  student 

f*    makes  sure  the  student  arranges  transportation  to  the 
site  (if  it  is  a  student's  first  site  the  EM  will  go 
along^  t^ually  providing  the  transportation^  see  itmi  9, 
page  134) 
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5.  Ihe  student  arranges  transportation  and  arrives  at  the  site  at 
the  agreed  on  time* 

6.  Onee  at  the  site  the  student  negotiates  with  tlia  EI  the  total 
houra  and  days  he  or  she  will  be  exp'."ring  the  site  and 

■   records  this  inforMtion  on  tte  Student  and  Employer  Instructor 
Contraot  form. 

After  tliey  both  sign  the  form  the  El  kt.eps  ona  copy  as  a  record 
and  also  retains  the    Employer  Instructor  Report  postcard 
whieii  will  be  mailed  to  the  ERS  at  the  end  of  the  exploration. 

7.  TOe  student  returns  the  remaining  sheet  of  the  contract  form 
to  the  ERS         reoeives  a  blank=  Exploration  Package. 

8.  Trtie  ERS  then  takes  the  form  returned  by  the  student  (whi^ 
has  the  scheduling  grid  filled  out  and  is  si^ed  by  both 
student  and  EI)  and  tmmtm  it  on  toe  Status  Board  to  indicate 
the  aite  is  currently  being  e^lored  by  that  student.  We 
original  form  placed  on  thm  board  at  the  time  of  ^e  student's 
first  appointoent  is  discarded. 

9*  ihe  student  returns  to  toe  site  for  the  reraainirig  days  of  toe 
escplorationf  completing  the  Exploration  Parfcage  and  obtaining 
the  El's  verification •     (See  I tens  14  and  15,  pages  152-156*) 

10.    When  toe  site  has  been  explored  the  EI  signs  the  Employer 

Instructor  Report  postcard  verifying  the  student's  attendance 
and  ra-iils  it  to  ^e  ERS*     (See  Items  17  and  18,  pages  159-1640 

11*    ^e  student  returns  to  the  learning  center  and  selects  anotoer 
site  for  exploration,  repeating  steps  two  torough  nine  above* 

Ihe  first  step,  which  involves  use  of  toe  Career  Inforamtion 
System  and  Self-Directed  Saarto,  is  encouraged  as  often  as 
students  need       continue  refining  their  career  interests* 
All  students  must  repeat  boto  instalments  at  least  at  mid  year, 
(See  Item  IS,  page  162* ) 


STUDENT   AND    EMPLOYER    INSTRUCTOR    CONTRACT  FORM 


The  Student  and  Eii^loyer  Instructor  Contract  form  was  instituted  to 
better  syiten^tiM  all  site  placement  and  attendance  recordkeeping 
needs*    Previously  students  carried  time  slips  which  eiflployer 
instructors  si^ed  and  toe  students  returned  to  staff*    Wie  contract 
form  avoids  toe  lii^ility  of  toe  student  forgetting  to  have  toe 
slip  slpied  or  losing  it  before  it  is  recorded*    It  also  helps  the 
EM  know  where  students  are  in  toeir  site  learning  activities* 
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CURMICULUM  S  mSTRUCTIOH 


SITE    PLACEMENT  FORMS 


Three^p^rt  form  used  to  note  the  student's  first  appointmmnt  and 
to  sahBdule  tlmms  the  Btudmnt  will-^hm  at  the  site. 


NA 
SIT 
EM 


EMi 
If  t 


rrUDINT  AND  EMPLOYiR  INSTRUCTOR  CONTRACT  ^ 


NA 
SIT! 
EMP 
FIR 


If  i\ 


STUDENT  AND  eMPLOYER  INSTRUCTOR  CONTRACT 


STUDENT  AND  EMPLOYER  INSTRUCTOR  CONTRACT 

NAME  l^^^.-,,,^  ^^HhJw^W 

SITE  ^^F^V^  ^^\>ff  f^^^^      pgp^  Cvst 
iMPLOYER  INSTRUCTOR  f^,^.... 


FIRST  APPOINTMENT. 


CARIfH  iXPI.ORATION 
□  leABNINQ  LiVlL 


WiEK  OP 

M 

Th 

 (  _/ 

f  1 

I  -3  . 

EMPLOYER  INSj^UCTOR  SIGNATURE  STUDfNT  SiGNATURi 

If  there  arg  erty  negotiattd  changes  in  this  contriet.  notify  your  ERS 


STUDiNT  SIC 


Postcard  ummd  to  vmrify  student  attendance. 


ElVIPLOVER  INSTRUCTOR  REPORT 

Did  the  student  mee!  the  houri  and  appointmenti  involved  in  this 
contract  (was  the  attenridnce  satisfactory)? 


Student  (Si^me   F^.MJC4^  K^D^mJ    ,  ^  Ho  U 

not,  vwhat  day(s)  did  the  student  miss? 





Employj^f  ^Instructor 

^  o 
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the  fono  itielf  cDnsiits  of  a  three-part  no^ca^an-*required  (NCR) 
portion  and  an  attaehed    Imployer,,  Instructor  Report  poatcard* 
The  NCR  pages  of  the  form  inolude  spaoe  for 

namea  of  »tud^nt^  employer  initrustor/  site  and 
departnent  or  learning  station  (if  thare  are 
inora  than  one       the  site) 

time  of  first  appointir^nt 

level  of  site  participation  (exploration  or 
learning  level) 

a  two-vaek  icheduliri#  grid  filled  out  by  the 
student^^d  eBployer^ihstructor 

plaoea  for  fiia  studenC  and  El  to  s£gh  their  narnes 

Hie  Bnployar  Instructor  ^Report  posteard  allows  the  II  to  verify  and 
eonmient  on  student  attendahae,    ^e  site  is  not  recorded  as 
officially  eKplorad  by  tiie  gtudent  i^til  the  poitoard  hiis  been 
received.    Nor  ie  the  student  rai^uried  for  gaiolina  (if  ib 
private  transportation  was  neofessary)  until  the  postcard  arrives 
verifying  the  student  actually  went  to  the  site  for  the  agreed  on 
nmnber  of  days. 

'^LEASB  VOTSi    fhm  plMcmm&nt  contract  and  postcard  sgBtmrn  verif  1ms 
AttmndMnaB  only;  employ&r  instructor  comrmn^  and  signature  in 
thm  E^pl ora ti on  Fa akmgfm  vmri fy  stv rlmn t  pBrformMn am . 

-  CROBS-^REFEmNCES  -       -  -   -  ^ 

Itrnm  Bf  p&gB  of  tMj  3mQtion^,&Mimriz&s  mil  recoro^aepingr 

rmlavAnt  to^  cmrmmr  Bxslor&tt^m  and  gives  rmfmrmncem  to  the 
'/Student  RmQQtdM**^^mmctlon  of  Student  Sarviamm  wherm  forms  arm  , 
displayed  and  recordfeaepiriy  procedfures  further  dmtailmd  for  the 
entirm  program^ 

She  Status  Bomrd^  whl^  displays  mach  student's  curiBnt  Imarning 
activitims  and  comntmity  sites^  is  also  discussed  in  "Btudmnt 
RsaordSf"  Student  BmrvlomSf  Itmm  IJ, 

Bite  mainteriMncm  procedures  handled  by  the  EES  are  described  in 
detail  ini"Bltm  UtlllMtion/*  Emplogmr/Coimtmity  ResourceB * 
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CURRICULUM  S  INSmuCTIOtf 


Designate  stfiff  to  oversee  career  eKplorations 


EMPLOYER    RELATIONS  SPECIALIST 


The  employer  relations  specialist  has  ttie  key  staff  role  in  the 
exploration  procese.     His  or  her  basic  responsibilities  include 

1*    orienting  studenta  to  career  explorations  and  helping 
them  use  career  asSessnient  tools  . 

? 

2*     counseling  students  on  their  site  choices 

3.  making  sure  student  selections  and  availi^le  sites  are 
distributed  to  awid  scheduling  confliots 

4,  arranging  details  with  employer  instructors 

accQ^panying  students  to  sites  for  tiieir  first 
explorations  ^ 

6 ,  reviewing  with  employer  instructors  toeir 
responsibilities 

7.  maintaining  ongoing  contact  with  employer  instructors 
to  answer  questions ^an,d  resolvr-problems . 

8^  ^-monitoring  student^slte  attendanoi,  performance  and 
'progress  on  Eacploration  Package  . 

9,    supporting  and .monitoring  additional  onsite  learning 
activities  as  necessary 

10.  evaluating #  recording  and  filing  completed 
Exploration  Packages 

11.  holding  debris flngs  witl'i  groups  of  studants 

12.  sharing  with  other  staff  any  learning  needs  or 
performance  character is tics  discovered  during  student 
explorations  that  should  be  noted 

13.  providing  career  and  personal  eounseling  on  an 
ongoing  basis 
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Cargef  Explormtians  (ittBm  5) 


OTHER  STAFF 


At  the  Itaming  center  tht  laarning  manager  helps  students 
intsfrata  their  site  eKperieneei  into  project  activities  that 
reflect  any  ghtoges  in  interests  or  goals  arising  from  explorations* 

Similarly*  the  learning  reeowoe  speoialiit  may  help  studsnti 
pursiie  resources  (occupational  literature  #  oareer  development'^ 
rafarenQes  and  use  of  the  dosiputeriEed  Career  Inforination  iyatem) 
they  need  to  pinpoint  jobs  o£  interest  to  them.    Thm  LM  also 
halps  itudtnts  use  tape  recorders  wd  omeras  necessary  to  doowient 
their  explorations  and  zoay  facilitate  film  processing  for  site 
piotwes  taken  by  students* 

h  suminary  of  staffs  student  and  employer  instructor  roles  for 
career  eKplorations  ap^ari  on  page  108*  ^' 


The  role  of  the  mmploymr  rml^tionm  BprnaialiBt  is  feMturBd  throughQUt 
Employmr/CQimuni ty  Rmsourams  and  in  "Pmrsonnml /'  MmnAgmment  ^ 
OrgsmiMtjon,  pmgm  55* 

Thm  rolaj  of  thm  lemming  flwiaffar  and  iaariiingr  resource  spBalmllMt 
mre  dealt  with  ti^^QughQut  thi&  handbook/  s^alfia  role  dmaariptions 
appomr  in  " Pmssonnel  i "  Mmnm gemmn t  ^  Organi mm  ti on ,  pagmm  52  And  54, 


CROSB-REFEmNCES 


127 


Agrte  en  ittident  right^  and  reaponsibllitiei  for 
Qarear  gscplorations  I 


RIGHTS    AND  RESPONSIBaiTIES 


'  A  basic  rulm  q£  thmb  in  EBm,  id  that  students  have  the  right  to 
renegotiate  aotivitiai  and  eb j^ctivas  as  tiieir  ai^eriencei  lead 
them  to  revise  their  pers©na|.^  goals  and  reinterpret  their  learning 
needs-    Sinoe  ei^lorationi  yast  such  a  short/period  of  time 
students  kre  noimally  enoowaged  to  fijiish  the  sites  they  begin 
exploring*     (01)2  does  m^p  however #  require  students  .to  oomplete 

.all  the  sites  they  begin/rather  they  must  oomplete  five  eaoh 
year.    If  they  choose  n^t  to  .finish  a  site  or  leave  an  Ij^loration 
Package  incomplete  they  do  not  receive  exploration  credit  for  that 
site  and  must  select  another  site  to  meet  program  requireinents  • 

A  student  deciding  to  drop  a  site  must  discuss  his  or  her  reasons 
with  the  employer  relatione  specialist,    ttie  itudent  also  must 
personally  call  thm  employer  instructor  to  eicplain  why  the 
exploration  is  being  terminated, 

Thm  moat  basic  responsibility  of  students  on  career  exploration 
sites  is  that  they  behave  and  perfoCTi  in  a  realistic  manner 
suitable  to  dealing  with  adults  in  an  on-ttie-job  situation*  More 
specif ically/  students  are  expected  to 

1.    take  the  lead  in  site  research  and  selection 

2*    negotiate  with  Els  toe  time  they  will  spend  at  the 
site 


3. 
4. 


arrange  for  transportation  to  the  site 

observe  employer  rules  and  regulations  and 
generally  meet  site  expectations  discussed  with 
the  El  and/or  employer  relations,  specialist 

S,    complete  m  li^loration  Padcage  for  each  site  and 
turn  it  in  ^en  signed  by  tte  employer  instructor 

6*    attend  debrief ings  wiUi  staff  and  other  students 

/In  addition^  students  are  encouraged  to  be  alert  to  their  own 
learning  needs  *  revising  their  goals  and  negotiating  other 
learning  activities  to  match' changes  in  their  aspirations  that 
might  result  from  confflitmity  gite  experiences. 
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Time  Requirements  and  School  Year  Action  Zones- 

(CE)  2  d©^^  not  d#mand  ,a,  eartain  arount  of  tijae -to  be  spent  at  each 
eKploratlon  site,    Som  iltes  can  be  explored  in  Wb  or  three  dayaj 
others  may  take  a  full  week  •    More  than  one  week  for  an  e^loration 
is  usually  disoouraged-^if  a  lite  has  that  muoh  to  offer  a  atudent 
he  or  ihe  may  retuim  to  it  for  a  learning  level. 

ttie  program  does  require  a  15  hour  minim™  for  all  students  to  be 
at  ooMiwity  sites  eagh  week.    If  a  student  finishes  an  exploration^ 
in  less  than  15  hours  then  anottier  exploration  or  other  type  of 
site  placement  must  be  planned  to  meet  that  minimiwi. 

fo^  help  students  zoanage  the  soheduling  of  all  their  learning 
aetivities  (CT>2  ^^^^  ^  system  of  "aetion  zones" 'whioh  breaks  the 
school  year  into  smaller  se^ients  ud  recoroiends  nuobers  of 
activities  to  be  oompleted  for  each  time  period.    Ihe  lones  are 
mm%  up  so  t^at  students  theoretically  complete  all  five  required 
explorations  by  the  end  of  Hoventoer,    This  is  to  enoowage  students 
to  have  examined  a  raiige  of  sites  etely  in  the  school  year  so  that 
they  cm'  be  ready  to  choose  sites  for  learning  levels  and 
extensive  project  activities  whiah  usiialty  take  a  greater  portion 
of  ttie  year  to  finish*    Having  gained  a  broad  information  base  at 
coimnimity  sites  in  toe  first  several  months,  students  are  also  in 
a  better  position  to  negotiatii  project  and  learning  level  details 
''that  reallstioally  mat^  their  own  perceived  interests  and  needs. 

RemeiAar/  however,  the  action ^ Eones  suggest  timelines  for  all 
students  I  individuals  are  f reel  to  negotiate  wito  staff  any 
variations  in  those  timeline^  ^at  seem  appropria^fce  to  their  own 
particular  leaching  plms. 


jProcadures  for  implejnenting'  student  Acaoimtmbllity  for  mxplormtions 
arm  diMcuBs&d  in  Itmm  17,  prngmm  l$9-^161f  of  this  mmction, 

(CE)  2' ^  ^oaount&bility  mtmnda^dm  and  procmdur&s  for  thm  entire 
program  arm  dmBaribed  in  "Learning  Plan  Nmgotiation /'  pagms 
77*91.  ^ 

S^ool  ymar  Matim  zonms  are  printed  in  the  Studmnt  Handbook  givmn 
Btudents  during  orientation.    The  Student  Hmdbook  is  displayed 
am  Appendix  A  in  Student  ServiamB^    Aation  zones  are  Also  disauMBed 
in  thiB^han^Qok  under  ^' learning  Plan  Negotiation,"  pages  61^84. 

A  more  dmtmiled  list  of  student  steps  to  follow  for  exploring 
sites  is  givmn  in  Item  10,  pages  141''142, 
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CURRICULUM  S  imTRUCTIOM 


Identify  opportunities  for  career  exploration  in  the 
cQiimunity 


At  tiiis  point  the  employer  ralationi  specialist  should  remestiber 
that-adme  iitea  niay  limit  themselves  to,  hoeting  students  for 
career  eaqplorations  only.     Students  should  know  thm  degrees  of 
involvement  a  site  offers  before  choosing  sites  to  eicplore  so  they 
can  plm  whether  or  not  to  censider  returning  to  a  site  for 
learning  leVjSl  activities. 

Employer  site  information  files  at  the  learning  center  (see  Item 
11,  page  146)  shoi^d  also  stronari^e  yite  ^aragteristlcs  and 
specify  how  many  different  learning  stations  are  available  at  any 
one  lite*    h  "learning  station"  is  sinply  a  particular  Job  or 
department  at  a  site*  ,  iome  larger  businesses  might  offer  learning 
stations  in  several  different  careers*    For  ftKau|ple#  an  automobile 
dealership  eould  host  students  in  its  salesroom^  service  departMnt 
and  possibly  business  office  as  well. 


CROS£       TERENCE ■ 


Thm  tmsk  of  Idmntifylng  and  rmarvdtlng  sitM  for  the  EBCE 
mmploymr  nmtmrk  Im  demit  with  throughout  the  "Bitm  Rmaruitmen-k*' 
section  of  Employmr/Cotmuni  t y  RmBO mamm  * 
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Sstablieh  recordkeeping  for  career  explorations 


Thm  Bmplaym:t  rmlatlorm  spmaialiBt  mlso  ovej^smms  most  of  tiim 
rBcordkmrnping  rBlmtrnd  to  cMmmr  QxplormtiQn& ,    Kmy  itmnm  to  bm 
rmaordmd  mi'm  disauBBrnd  hmlmf* 


(CEjg'S  SYSTEM 
Career  Intarests  Asstssnient 

l^m  BHB  starniarisas  results  of  the  Self-Dlrectad  Saar^  and  Carear 
Information  System  together  with  follow-up  narrative  about  student 
ohoices  and  goals »    'Stiim  iiumary  Is  passed  to  a  qlerk  who  eriteifa 
it  on  thm  Student  Profile  sheet  in  the  niaiter  reoords,    ^e  IRS 
updates  this  suaimarY  as  time  goes  on-^at  least  at  mid-year  when  all 
students  must  repeat  bo^  instruments^    A  copy  of  SDS  and  CIS 
results  is  alio,  sent  to  the  student's  plants;  eaoh  time  a  Quest 
print-out  is  ob  "%ined  by  the  student  Cneoessary  for  aadi  Exploration 
Package),  a  coy/  of  that  also  goes  to  the  parents* 


Exploration  Placements 

Conroencement  and  oompletion  dates  for  eadi  exploration  are 
ascertained  through  the ^Student  and  En^loyer  Instructor  Contract 
form  and  are  recorded  by  a  clerk  on  the  Student  Esperianoe  Record 
sheet  in  the  program's  master  records*    AttendMgg  is  verified  on 
receipt  of  the  Employer  Instructor  Report  postoard  which  the  EI 
mails  to  the  learning  center  when  a  student  has  finished  an 
as^loratlon  (sea  Item  4)  . 

Dates  for  sites  currently  being  explored  (that  is,^  starting  dates) 
are  also  rioted  in  the.  Student  informtion  Card  kept  by  the.  EM  for 
each  student  and  are  displayed  at  tiia  learning  center  oh  the 
Student  Status  Board  (by  posting. one  copy  of  the. Student  and 
Employer  Instructor  Contract  form)  so  both  staff  and  students  can 
know  where  individual  students  are  in  ^air  explorations  (see 
also  rtem  4)  * 

J  1  \     ■  \ 

itia  EHS  keeps  both  Student  Infoonation  Cards  and  Hmpioyar  Site 
Cards  in  a  personal  site  maintanance  notebook*    ^e  Student 
Information  .dard  includes  the  student's  n^e  md  type  of  site 
placement  an(d  is  filed  after  the  site  card  whenever  a  student 
chooses  a  site.    At  (CE)  5  each  EM  is  responsible  for  a  certain 
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nuBtoer  of  sitai  and  organises  him  or  her  notebook  by  alphabetizing 
the  Bmployar  Site  Cards*    Students  go  to  tiie  ERS  responsible  for 
i  partioular  site,    aployer  Site  Cards  inelude  names  of  site  and 
'Els  tiiere,  types  of  plaoements  available  and  whatever  deeeriptiva 
infoCTation  the  IBS  wants  to  know  on  a  eontinuing  basis  ^out  the 
site« 


Verification  of  Completed  Exploration  Packages 

The  ejn^l^er  instructor  evaluatee  oompleted  EKploration;  Paokages 
and  writes  coi«nents  on  ttie  last  pages  of  the  package*    flie  ERS 
also  evaluates  the  parage  ^  verifying  the  II 's  ooraments  and 
signature^  ariA  writes  oofimenti  on  the  sMie  page  in  the  package* 

lha  Stu&ne  Experienoe  Reowd  form  whieh  is  used  for  regording 
attendanoe  dates  for  explorations  also  has  spaae  for  noting  the 
nuanb^^s  of /completed  ej^lorations  *    An  ei^loration  is  not 
considered/  complete  until  the  package  has  hmmn  verified  by  the  EHS 

Conmants  /  ,  ^ 

Addxtional  observations  madri  eitiier  by  the  II  or  by  tiie  EBB 
regarding  a  studentrs  onslte  perfornance  or  behavior  should  also 
be  suBima4rized  by  the  ERS  for  his  or  her  personal  records.  For 
exarol^f  a  student  may  have  troiisle  relating  to  certain  kinds  of 
people  or  find  some  ^pes  of  sites  tiireateningi  siwne  students  work 
well  under  pressure,  others  do  not*    Staff  need  to  record  and  shari 
this  kind  of  information  so  they  cm  be  better  prepwed  to  support 
each  student's  individual  jpersonal  and  learning  growth, 

Wie  EBS  may  then  toaw  from  ttiis  information  as  necessary  for 

.  1*    relating  learning  nee^  to  otoar  staff 

.   2,    coannenting  on  tiie  student's  career  development 
dtiring  parent  reporting 

3*    swraarising  the  student's  career  development  for 
tile  Student  Profile  . 

i  . 

An  Account^llity  Write-Up  form  is  used  by  tiie  IBS  when  necessary 
to  record  and  coraffiunicate  particular  behavioral  or  perfoCT^ce 
problems*    Copies  may  be  sent  to  staffs  students,  parents  or 
.employer  instructors.  '  . 

In  addition  to  being  entered  in  tiie  program's  ongoing  records,  all 
of  tiie  rtove  infoCTation  also  is  suOTiarized  in  various  ways  in  the 
Record  j^f  Student  Perfomance  whl^  certifies  progr^  completion 
and  serves  as  a  program  transcript  for  SICE  students. 


Cmrmmr  Explorations  (Ttmrn  8) 


T 


—  CROBS'-REFEmNCES  t- 


Sem  Itmm  llr  p^gB  146,  for  disaUMsion  of  Bite  Ihformmtion  rmaords 
th&  E^  shoald  kmep  to  faailltatB  student  site  Imarning. 

See  Itmm  IB,  prngm  162,  for  hm  inforimtion  shmring  among  othmr 
mtaff  im  hmndlmd* 

Thm  Btudmnt  and  Employ mr  Jns trustor  Contract  form  and  Employer 
Instruator  Rmport  pOMtomrd  arm  dimamsmd  and  displayed  in  Itmm  4 
of  thim  smation^  pagmm  122^125,  ^ 

Parmnt  reporting  Im  disoumsed  in  *'Learnin^  Plmn  Negotiation 
page  69,  and  in  "Studmnt  EBoords,"  Student  ServiomB, 
Item  1$, 

Aoaountabllity  proamdurmM  and  tiie  Aoaomtability  Write-up  form  are 
diMcuMB^d  in  "Learning  Plan  Negotiation,"  pagem  83^91, 

Form  and  methodB  used  by  the  ERB  for  gmneral  Bite  maintmnanom 
(inaludii^  B  tudmnt  and  mitm  not^Mk  oards)  are  treated  in  \" Site 
Utili2Mtimf\     wloyer/Commmity  RmBOuraeB,  pagem  125^133* 

Thm  ^ollming  reaordkeeping  form  arm  diBplmyed  and  their  rmlatmd 
procmdurms  dimouBsed  in  "Student  Rmaords/*  Student  Serviaesi 

Acoountability  P^ritm^Up,  Item  13 

Reoord  of  Student  Performanae,  Appendix  D 

Student  and  Employer  InMtruotor  Contraot,  Item  11 

Studmnt  Experienom  Rmaord,  Item  12, 

Student  Infornmtion  Card,  Item  14 

'   Student  Profile,  Item  12 

Furtiier  diBauBBion  of  aB&eBBmmnt,  including  a  display  of  the 
Student  Profile,  appears  in  tiiis  han^mk  in  "Learning  Plan 
Negotiation,"  pages  54-6 J, 
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Arrange  for  transportation  and\  other  supportive  lofistics 
md  materials  for  student  sitaNise 


TRANSPORTATION 


Tranaportation  arrMgementa  must  be  plmned  to  insure  ttiat  all 
atudanta  have  a  way  of  getting  to  and  from  ooimvinit^  litaa.  At 
(CT)2  atudents  have  a  variety  of  options/  inoluding  Vi^ng  in  a 
prograBi  van  whioh  m^aa  regular  runa  throughout  the  Mmtnianity, 
Forma  and  proaedures  should  be  deaigned  for  eitter  providing  sueh 
transportation  or  for  reintot^eing  atudents  when  they  mmt  use 
private  or  publio  trmsportation .    Details  of  how  (CT)2  nandlee 
transportation,  inoludlng  SMple  forms  md  parental  peCTilsaion 
slipa>  appear  in  another  han&ook  Caee  "CTOss-Ref erenoes  # "  page 
136)  I  at  l^is  point  we  offer  you  some  remarka  ^out  learning^ 
related  aspecta  of  trMsporta^ion. 

Having  to  arrange  for  their  own  transportation  ia  a  good  way  for 
students  to  praotioe  reapOTaiiility  Bnd  to  learn  how  to  pay 
attention  to  simpla  logiatioal  details  of  life^-aueh  as  remembering 
what  time  it  is  and  yAimn  the  bua  or  sohool  van  is  sgheduled  to 
leave  or  arrive  at  a  oertaih  plaoe*  ^  ' 

Uae  of  private  vrtiiolea*  while  not  discouragedi  ahould  He  watted 
for  some  o£  the  oooyson'^pr^lema  ^at  oan  develop  when  studenta  are 
free  to  uaa  their  o>m  cars.    Thmt  Lb,  ^ere  will  be  thoae  who 

prefer  to  oruiae  witii  tii^ir  frianda  or  to  use  "problems"  su^  as 

*       -----         ^  ,       *  -  - 

oar  failure  as  exouaea  for  not  being  at  a  a  its  when  they  are 
expected.    You  may  find  |With  some  atudents  that  you  will  have  to 
ask  them  to  use  the  program  or  eity  trwiaportation  system  inatead* 

Also^  transporta^on  oqsta  mm  be  e^ensiva.    Sea  if  yow 
oity  offera  atudent  rates  for  its  metropolitan  transit  and  obtain 
the  neceaaary  sdiedulaa  and  routing  information j for  atudents  to  uae  " 
when  planning  their  cm  tranaportation «    It  is  also  use ful  to  have 
a  map  posted  which .outlinaa  bus  routea.    In  keeping! with  program 
emphaaia  on  resj^naUbility^  atudanta  theroelvea  could  be  asked  to 
gather  auch  InfoOTation. 

We  also  racommtod  the  IRS  go  along  with  atudanta  on  their  first 
ascplorationa  to  help  tiiose  ^studenta  have  positii^  first  ejcperiencas 
with  leajming  in  ttia  cosinunity.    Occasionally  ta^  uaing  the  adiool 
van  instead  of  your  own  vehicle  when  you  do  go  with  a  student,  Uiis 
can  give  you  a  better  sense  of  how  students  fee  1,  what  ^ey  talk 
^out  and  ao  forth  as  they  go  out  into  tiia  community. 


Career  Exploratians  (Itmm  9) 


If  students  arg  using  the  program  van  for  trangportation^  tr  e  van 
driver  it^quld  tndourage  thaw  to  avoid  arr^ging  odd  hours  or  two 
visits  in  th#  suie  day*    &tudenti  should        to  plan  their  lunch 
hourg  at  tha  sitis  and  pay  .attantion  to  ttie  van's  schedule  to  help 
the  driver  coordinate  dalivery  and  piok-'up  twei  with  etops 
required  by  other  students-  , 


OTHER   PROCEDURES    AND  MATERIALS 
Expi oration  Packagas 

Wia  Exploration  Paokaga  is  displayed  on  pages  169-185.    you  should 
print  enough  to  enable  all  studentt  to  eonplete  'he  f    lired  five 
paokagsi  per  year  plus  axttai  for  those  wishing  to  escplore 
additional  iiites.    You  might  also  want  to  print  amugh  oopies  to 
give  to  visitors  and  o^er  people  intareatedl  in  toe  program* 

Identification  Photographs 

Identif toation  photographi  are  a  good  way  of  letting  site  personnel 
and  security  officers  know  why  a  student  ii  at  the  site,  Biey  also 
take  soa^  of  the  burden  off  tiie ^student  for  repeated  applanation  of 
hii  or  her  presence «  (CE)^  laminates  the  student's  photograph  on 
a  small  plaoard  wMch  gives  the  student's  name  arid  explains  that  he 
or  she  is  visiting  the  site^  as  part  of  an  educational  program. 


I'm 

a  student  from    (sdsool's  name) 

I  will  be  esploring  your  con^any 

"I 

PHOTO 

for  a  short  tlTC.    As  a  part  of 

my  edueational  program  I  will  be 

Mking  pictures  and  asking 

questions  related  to  your  work. 

ttaiA  you  for  your  cooperation. 

i' — --   » — — — — -   

ERJC 
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Photogfaphic  Services 

PhotogMphie  lervicei  will  have  to  be  located  that  offer  quiek 
return  on  film  dewloping  and  proeeising  for  thoie  photographs 
students  take  at  es^loration  iltes.    Bie  learning  reiource 
ipeoialist  might  eoordinate  reoeiving  film  from  students^  getting 
it  proeesied  and  returaing  it.    Preferably  a  syitem  should  be  let 
'  up  whereby  students  oan  do  inpit  of  the  logiatiea  involved-'-for 
example^  bh  in^bo^,  for  film  oannisters,  an  out-bOK  for  processed 
photographi  and  a  schedule  of  when  film  is  taken  to  be  procesied 
mounted  clearly  for  students  to  sea, 

Inej^ensive  cameras  can  also  be  purchased  and  checked  out  to 
students  for  tiieir  variety  learning  activities.    Ttim  program  will 
have  to  decide  whether  to  provide  film  for  students  or  request 
that  they  supply  tiieir  own* 

Tape  Recorders  ■ 

Tape  recorders  may  be  made  available  for  students  to  take  with 
them  and  record  th^ir  interviews  with  employer  Instructors* 
Again/ the  learning  resource  specialist  can  coordinate  tiieir  use 
and  maintain  an  ejctra  supply  of  tapes.    Your  program,  should 
decide  whether  to  have  students  re-use  ti.^pes  or  to  retain  each 
taped  intm^^&w  as  part  of  the  coB^latad  Ei^loration  Padcagas 
filed  at  the  learning  center. 

Recordkeeping  form 

Recordkeeping  forrw    o  be  prepared  in  advance  are  discussed  in 
Item  8  (see  page  1^    .    Besides  program  records  kept  at  tiio 
learning  icenter,  ycu  ^ill  have  to  prepare  multiple  copian  of  the 
Student  and  Ei^loyer  Instructor  Contract  and  En^loyer  Instructor 
Report  postcard  (see  Item  4,  page  122)  which  students  take  to 
eadi  site  es^lored.    Vou  may  also  want  to  print  supplemental 
guides #  checklists  and  otter  e^lanatory  materials  for  enployer 
instructors  (see  the  11  diecklist  displayed  in  Item  10,  page  139,4 
for  exaBple)  • 


*  CROS&-'REFERENCES 


transportation  fo^im  and  procedures  are  treated  in  "Bu&in&sm 
Manmgmhmntf"  Manmfmnmnt  ^  O^gMnlzMtion,  pagms  129^135* 

Smm  "iMmjcnin^  RmMouramm /'  pmge  507 ^  for  a  list  o£  photographic 
and  audio  Bquipmmnt  purahamed  by  (CE)2* 
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I  Tq  prmpMrm  for  orimnting  studmnts  mnd  employ &r  instmctorm  you 
will  want  to  rmvlmw  the  nmrrativm  comnmnts  for  mil  the  steps  to 
follow,  pmrtiaulmrly  Itenm  1,  3,  12  and  14  whiah  deml  moBt 
dirmatly  witii  whMt  mtudentm  and  Els  do  At  mites.    Below  we  offer 
mom  aontrnxt^mmtting  obsmrvmtians  about  important  issues  to  be 
Qonmidered. 


STUDENTS 


Student  orientation  ihould  occur  as  part  of  the  general  program 
orientation -activities  held  at  the  beginning  of  the  program  year. 
It  ihould  cover  both  the  procedures  studenti  are  expected  to  follow^ 
and  the  kinds  of  attitudes  concerning  use  of  comiunlty  sites  that 
the  program  wishes  to  foster* 


Attitudes  ^ 

Ihere  can  be  no  sia^le  suinmary  of  -ffie  things  to  prepare  students 
for  in  career  es^lorations  because  e^ch  exploration  will  be  shaped 
by  the  unique  irteraptions  tiiat  occur  as  individual  students 
encounter,  reaut  to  md  make  decisions  about  sites  of  interest  to 
them.    Keep  in  mind  that  explorations  are  a  vital  part  of  the  IBCE 
experience,  serving  as  the  first  steps  students  take  in  confronting 
commimity  settings  for  specific  learning  purposes.    Also  important 
is  tha  fact  tiiat  career  exploration  is  a  system  of  activities  that 
includes  self-assessment  and  irifonnation-processing  skills  students 
will  be  using  throughout  their  progrm  experiences  and^  hopefully, 
throughout  their  lifetimes, 

in  addition,  students  will  be  practicing  numerous  "coping  skills" 
they  may  not  have  used  before— -dealing  with  adults ,  mnaging  their 
own  transportation,  keeping  to  a  time  schedule,  making  decisions 
about  what  they  are  doing  and  what  tiiey  want  to  do.    Adults  will 
be  constafitly  presenting  students  wito  a  multitude  of  altemata 
ways  of  livingr  thinking  and  f^-;ling  ^out  people  and  ^out  the 
world  in  general ^    Also,  stud.    ,s  will  be  laarning  how  to  "read' 
the  signs"  of  each  new  environment,  observing  for  themselves  toe 
various  electa tions  different  sites  place  on  toe  people  who  work 
there.    OrientatiOT  shotild  t^  to  capture  ^e  flavor  and 
exccitesent^ — tiie  positive  personal  benefit^"that  use  of  the 
commimity  for  learning  offers. 


ERIC  ^ 


Conduct  orientations  for  studants  and  employer  instructors 

"  -  \  . 
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To  help  students  carry  tiirQugh  on  what  they  have  es^erienced 
during  orientation  "(CE)  2  has  tha  first  sites  students  will  be 
exploring  already  lined  up  for  th^  by  the  aacond  or  third  day  of 
orientation*     In  the^base  of  new  students  beginning  their  first 
escplorations  tiie  ERS  [tries  to  aQCompany  them  to  the  sites  where 
the  EI  has  already  been  briefed         works  to  help  the  student  feel 
comfort^  le*  .        .  * 

You  may  wish  to  use  toe  displays  on  pages  141-144  as  a  way  of 
introduoing  students  to  the  actual  sequence  of  steps  and  various 
learning  objectives  they  will  be  encountering  for  each  e^loration. 
ThBy  can  be  i^ed  as  handouts  or  to  organize  your  presentations. 

Add1t1onaT  Workshops 

Additional  workshops  should  rilso  be  planned  as  the  year  progresses 
and  staff  perceive  some  students  having  partloular  troubles  with 
the  process  or  any  of  its  elements.     Debrief ings  held  regularly 
with  students  (see  Item  21,  page  168)  will  catch  many  potential 
probleins  but  staff  should  also  consider  gathering  those  students 
with  common  difficulties  together  for  special  one^tiine  sessions. 

Students  entering  later  in  the  year  will  also  have  to  be  oriented 
to  the  program  and  its  differen>  learning  strategies*    When  there 
is  a  group  of  new  students  (as  might  happen  at  midyear)  ,  workshops 
can  be  planned  along  the  same  lines  as  those  held  at  the  beginning 
of  the  year.     Students  entering  individually  might  be  briefed  by 
the  EM  and  assigned  to  students  who  have  been  wito  thm  program 
a  while  and  who  can  introduce  them  to  otiier  students  whi3e  filling 
them  in  on  various  features  of  the  program  and  its  procedures  from 
the  student's  point  of  viw. 


EMPLOYER  INSTRUCTORS 


Employer  instructor  orientation  and  training  for  the  entirs  program 
is  detailed  in  another  han^ook  (see  "Cross^Riferencss*'  below). 
Employ  a  r  instructors  are  introduced  to  tiie  program  when  toeir 
sites  are  recruited  by  the  employer  relatiohs^  specialist.    All  Els 
are  invited  to  m%  initial  orientation  session  (separate  from 
Student  orientation)  at  the  learning  center.    At  this  time  program 
specifics  are  further  escplained  to  them  by,  staff .    Subsequent  El 
developmental  Besslons  ocmar  toroughout  thm  year  to  help  them 
better  underatiuid  the  program^  discuss  ideas  and  techniques  for 
helping  students  at  their  sites  and  share  eHperiences. 

By  the  time  students  begin  exploring  sites  Els  should  have  attended 
at  least'  a  pre-^sdiool  orientation  session  and  have  a  basic 
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mderstanding  :f  what  the  program  is  ^out.     All  Els  also  receive 
an  information  pmk^t.  of  materials  outlining  yario^  iaarning 
activitias  and  e^qslaining  their  roles  in  the  program. 

In  addition^i^  for  tmrT^yer  instructors  new  to  the  program  tfee  EFS 
will  go  over  (either  ay  phone  or  in  person)  ea^l  nation  procedures 
and  naking  lure^the  EI  knows  what  to  do.    For  each  es^loration 
the  employer  ins tr^ tor  also  receives  a  checklist  card  as  a 
reminder  of  key  steps  and  activities  (displayed  below/ . 


EXPLORATION  QUID!  FOR 
EMPLOYER  INSTRUCTORS 

Thank  you  for  lecgBting  _  w 

i^pleratian.  In  ordir  for  this  txpirienga  to  be  sueatMft*!,  th© 
foll^mg  itips  are  im^rtant  Plaaie  init'ai  each  as  tht  exploration 
progre^is.  , 

WILCOME  student  and  reach  agreement  on  lehidule  for  full 
f^plofition  ex^ritnce. 

— ™  0sM/M  smnd&nce  sontimt  wi^  $tud&nt 

twaord  houn  and  days  on  contmpt  form 
— ™  b€  suFB  bp^  you  and  ^udmt  sign  th§  form 
— rstsin  y§ifow  copy^d  posteard 

ORIENT  itudint  to  your  iiti. 

—  gfvB  Mtudsnt  #  tour 

^  introduce  stud§nt  to  p§oph^  p/sc§$,  and  things 
covar  di9  m'mhn  of  yQur  company  *  in  producB  and^rvicas, 
its  poiicim  and  i^ndards 

INPORIVl  ftudent  of  cariir  apportunitiesp 

dfmtm  Caraar  information  Sysmm  printout  (a^  studmt  fyr 
it  if  not  offarad) 

™  haip  stud&nt  with  Expioration  Packat  (piatura  iaklngs  intar- 
vim^) 

^™  discuss  how  you  got  your  Job  and  opportunitiws  in  your  fiald  - 
dta  big  piatura 

CIRTIFY  the  ijcperlence, 

— dabriaf  studant  on  tha  iast  day  \ 
^  antar  comnwn^  in  Sxpioration  Packat 
discLm  studant's  inwrast  in  r&tuming  for  a  iongar  sxparianca 
(Learning  Lavai) 

VERIFY  itudint  attendinci  by  ligning  and  mailing  contract 
postcard.  Wi  must  have  this  postcard  to  credit  the  studtnt's  tx- 
periinat. 
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CURRICULUM  S  IMSTRUCTION 


Even  if  the  employar  instructDr  has  not  attandad  the  general 
progr  ^^  orientation,  the  coi^ination  of  information  packet,  _ 
chexdciist  and  ERS  briefing  will  suffice  for  tiia  first  explorations 
with  students*    Employar  instructors  usually  find  they  quickly 
catch  on  to  the  procedures  and  from  thon  on  are  free  to  plan  their 
own  interactions  with  students* 

Thm  EBB  should  remind  them  that  the  career  aK^loiation,  while  a 
critical  learning  activity  for  students,  is  also  the  first  step 
students  will  be  taking  into  the  commimity.     It  should  therefore  be 
a  relaxed  and  iow-keyed  kind  of  venture.     The  E^loration  Package 
largely  org ^izes  what  thm  student  is  e^cpected  to  be  doing  at  the 
site  and  the  ERS  is  always  available  (at  least  by  telephonel  to 
imswar  any  questions  that  might  come  up/  - 


CROSS -REFeRENCES 


StudBnt  orientation  to  the  entire  pro^/ram  is  discussed  in  "Progrmm 
Entry /Exit Student  Bervige_m  t  P^ges  27- J5,  * 

Employer  instructor  orientation  And  training  is  treated  throughout 
the  section,  "Employer  Instructor  Devmlopmentf"  in  Employer/ 
Cpmnuni  ty _Resources .     The  manm  handbook  discusses  informmtion 
materials  given  new  employer  instructors  (pages  45--46)  and 
displays  sumnariem  of  EI  training  sessions  in  Appendices  G^M* 


\ 


15  c 


140 


Career  Explorations  fJtem  10) 


STUBENT   STEPS    TO    FOLLOW    FOR    CAREER  EXPLOMTION 

1*    Take  career  assassment  tests  to  refine  your  ideas  of 
oeeupations  that  interest  you* 

2,     Attend  orientatiQn  at  tha  faeginhinf  of  the  year, 

3*     Look  over  the  list  of  participating  sites  and  choose 
several  that  relate  to  your  interests* 

4,  Use  the  CIS  Quest  program  to  research  furtter 
information  about  toe  occupations  you  wish  to  explore- 

5,  Tell  the  employer  relations  specialist  (ERS)  which 
sites  you  wish  to  explore  and  he  or  she  will  make  an 
appointment  for  you  to  go  out  to  one  of  them. 

I 

6,  Make  sure  yoi^  site  schedule  won'f.  conflict  with  otiier 
activities  s^d  arrange  transportation* 

(If  this  is  your  first  es^loration,  the  ERS  will  go 
/    along  and  introduce  you~after  toat  you're  on  your 
^     own  i )  '  ^ 

7*     If  you  are  using  the  program's  van  make  sure  you  sign 
up  witJi  the  driver  ahead  of  time. 

8.  Decide,  with  your  learning  manager  whetoer  there  art 
project  activities  ynu  will  work" .on  at  toe  site* 

9,  Go  to  the  site,  meet  thm  employer  instructor  (EI), 
agree  on  your  time  schedule  and  fill  in  days  and  hours 
on  the  "Student  and  Employer  Instructor  Contract"  form* 

\ 

(YoL  can  then  spend  the  rest  of  your  time  there  that 
day  touring  the  site*  meeting  employees  and  looking  at 
any  site  literature  that  might  be  available*     If  you 
v;art,  bring  a  tape  recorder  and  record  your  interview 
with  tte  El  now.) 

10*     Your  EI  should  keep  one  copy  oj  the  scheduling  contract 
and  the  "Employer  Instructor  Report"  postcard*  You 
should  return  tiie  remaining  copy  to  the  E^  who  will 
thmn  giv^i  you  an  Exploration  Package  to  complete  at  the 
site.  \ 

(dqntinumd) 

. — ^  \   \, 

\ 

\ 

■ ,    .  ■ .  \ 
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CURRICULUM  S  INSTRUCTION 


STUDENT  STEPS  TO  FOLLOW,  aontlnuBd 

11.  Raturn  to  the  site  for  your  reMining  daysi  y^i^rk  on 
your  Exploration  Package  and  any  otiier  activities  you 
have  agreed  to  do. 

12.  When  your  package  is  finished,  give  it  to  your  EI  for 
coiranents  wd  signature. 

13.  Don *t  forget  to  write  a  thank=you  letter! 

14.  After  your  EI  has  evaluated  your  package  you  might 
remind  him  or  her  to  rementoer  to  mail  in  the  Empioyer 
Instructor  Report  postcard — Aat's  our  record  of  your 
attendance . 

15.  Also  finish  any  project  activities  you  and  your 
leaning  manager  may  have  agreed  to, 

16.  Turn  the  completed  package  in  to  your  E^  for 
coTOdenting^  credit  and  filing.  . 

17.  Attend  debriefing  meetings  witii  other  students  and 
your  EBB  to  share  your  experiences  and  opinions  about 
the  sites  you  have  explored. 

18*    B^at  important,  ttiink  a  lot  ^out  what  you  have  seen 

and  experienced  at  sites  and  what  those  thinga  mean  to- 

a,    yo^  plans  for  the  futures-are  you  still 
interested  in  that  kind  of  job? 

b*  other  sites  you  might  want  to  explore^^did  you 
get  My  new  ideas  about  jobs  from  the  site  you 
just  explored? 

c*    project  activities  you  are  negotiating  with  your 
learning  manager^^are  there  new  kinds  of  skills 
you  nw  want  to  practice ^  nw  sites  you  wish  to 
do  projects  at,  new  resources  to  use,  people 
to  meet? 


19-     Repeat  steps  3  throi^h  18  for  other  sites  you  wish  to 
explore  * 
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Cmrmmr  Explorations  (Item  10) 


Career  Exploration  Learning  Objectives 


Complttlng  an  tK^ration  will  help  you  organize  your  experiences  at 
a  job  site  sc  that  you  will  grow  in  the  following  ways. 


1  gain  a  more 
realistic  ienst 
of  the  typical 
work  day  in 
jobs  of  interest 
to  you 


3  jrnprove  your 
skills  iri 
choosing  a 
career  by 
comparing  your 
personal  . 
characttnstics 
and  values  with 
the  job  s 
characferisfics 


5  learn  to  interact 
with  many 
different  adults  in 
a  variety  of 
environments 


2  increase  your  general 
knowledge  about  particulir 
jobs  by  identifying  the 
personal  characteristics  and 
training  required 


improve  your 
cntical  thinking 
skills  by  making 
obser^/-*ions  and 
drawing 
conclusions 
about  your  jOb 
Site  expenences 


6  gam  a  better 
understanding  of 
the  relationship 
between  learning 
and  earning  a  living 


7  learn  to  find  your 
way  around  the 
community  more 
easily 


8  acquire  practical 
e)eperience  in 
writing,  speaking, 
listening  and 
maihemafics  as 
these  skills  relairj 
to  specific  jobs 
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STUDENT    PATH    FOR    CAREER  EXPLORATIONS 
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Career  Explor^^tions  (Itim  11) 


Working  with  Student  Expiorations 


Initiate  career  assessiaent  and  use  of  resources  for 
student  site  selaetion 


CAREER  ASSESSMENT 


Each  sumTCr^   CCE}2  studants  take  the  Self-Diractad  Search  and 
learn  to  use  the  Career  Information  System  m  part  of  their 
initial  asseisment  process  (see  ltem--2*  page  116)  *    After  defining 
their  interests  through  these  instruments  they  look  over  the  list 
of  participating  employer  sites  md  tentatively  select  teres  or 
four  they  mght  wish  to  e3^1ore  when  the  school  yew  begins  *  ^is 
enables  the  employer  relations  specialist  to  make  sure  there  are 
enough  sites  available  in  the  network  to  match  toticipated  student 
needs-     It  also  permits  tet  matting  of  students  and  sites  early 
enough  that  students  can  begin  explorations  as  a  wrap-up  part  of 
orientation  week, 

(You  might  note  that  at  this  point  the  EHS  auimnarizes  results  from 
botii  tiie  SDS  and  CIS  an^  enters  them  in  the  program's  records--* 
see  8,  page  131.) 

Before  going  on  an  exploration  each  student  also  must  use  the  CIS 
Quest  program  to  gain  information  about  requirements  *  qualifications 
and  training  opportunities  for  the  individual  jobs  ha  or  she  is  to 
explore.    This  serves  as  an  important  warm-up  activity  that 

1*    generally  gives  a  good  way  of  pre-assessing  individual 
jobs  and  helps  the  student  develop  more  objective 
tachniquas  for  deciding  career^  pates 

2.  gives  imjaortant  occupations-specific  information  the 
student  will  need  in  exploring  a  site  and  completing 
tee  required  Exploration  Package  for  that  site 

Ihe  student  simsnariies  information  gained  from  tee  CIS  on  tee  first 
page  of  tee  Exploration  Package  and  carries '  a  copy  of  the  Quest 
print-out  to  the  site  for  ttie  employer  instructor  to  look  over. 
Ihe  11  can  imrify  whether  or  not  the  description  accurately 
portrays  conditions  at  his  or  her  site  and  discuss  with  tee  student 
\my  variations  that  might  occur.    A  copy  of  the  Quest  print-out  is 
also  sent  to  tee  student's  parents* 
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LEARNING    CENTER    AND    EMPLOYER    SITE    INFORMATION  RESOURCES 


If  students  have  more  quaations  ^out  ©cGupations  ttey  are 
e:icouraged  to  use  the  learning  center's  files  to  locate  additional 
literature  and  resources.     Biey  may  also  talk  with  tiieir  ERS  or  the 
learning  resource  epecialist  0out  ways  to  furtter  pursue  a  given 
interest. 


Exploration  Package  File 

An  invalu^le  resource  for  students  making  their  site  choices  will 
be  the  cu2.ulative  file  of  completed  Exploration  Packages  done  by 
other  students  visiting  sites,     These  packages  offer  several  kinds 
of  useful  infotTOation  from  the  strident 's  point  of  viewi 

/ 

1*    personal  judgiitents  and/Mservations 

'  /  .  '  ' 

2,  photographs,  sketdies'  or  written  descriptions  of 
key  aspects  of  the  /job  environment 

3,  written  or  taped  interviews  with  employer  instructors 
4i     specific  job  ch^acteristics 

5,     descriptions  of  personal  experiences  at  the  site  and 
recoiranendations  about  the  site  to  other  students 

-Employer/Community  Site  Information 

There  shoald  also  be  a  cumulative  employer  site  file  with  folders 
for  each  site  that  include  narrative  desGriptions  by  the  EBB  who 
recruited  them,  site^related  literature ^and  everything  about  those 
sites  gathered  in  tiie  courae  of  diveloping  them  for  student  learning 
This  will  frequently  include  a  detailed  ^arnlnq  Site  Analysis  Form 
completed  for  those  sites  which  students  have  used  for  learning 
level  project  and  skill  development  activities*    The  LSAF  will 
delineate  the  actual  work  tasks  performed  at  a  site  and  can  help 
students  get  a  better  picture  of  what  goes  on  at  a  particular  site. 

An  additional *  easy-to-use  card  file  should  be  set  up  to  list 
basic  site  characteristics  (siie*  nOTtoers  of  employees)^  types  of 
activities  students  may  do  at  each  site  (es^loration/  learning 
level ,  special  placement  or  skill  building)  and  ^ssible  learning 
stations. 
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Career  Explorations  (Item  11) 


Other  Points  to  Consider 

Try  posting  at  tha  learning  eenter  a  map  of  the  cormnunity  with 
pins  idantifying  partieipating  sites  and  a  list  naming  those  sites 
Baomtad  nearty.    ^is  ean  help  atudants  gain  a  sansa  of  the 
conaunity  tiiay  are  going  to  aKplora  and  also  help  them  plan  tiieir 
transportation*    You  might  ask  a  student  to  assist  in  preparing 
su^  a  map  as  part  of  ^  projaet  activity. 

How  much  to  tell  tiie  student  abort  the  site  in  advance  of  an 
exploration  is  an  im^rtant  question  yt  a  must  decide*     (CE)2  takes 
the  position  that  students  should  es^lore  for  themselves/  finding 
out  why  the  company  has  certain  restrictions^  benefits  and  so 
fortii*    Certain  sites  may  require  no  smoking,  refined  manners # 
specific  grooming  or  particular  behaviors  of  the  student*  It 
seams  inappropriate  to  dilute  the  exploration  e^^erience  by 
providing  students  with  axadtly  the  kinds  of  information  the 
process,  is  supposed  to  help  students  acqi^re.    At  the  same  timef 
staff  might  easily  point  out  to  a  particular  student  that  some 
attitudes  or  mannarisnB  may  conflict  strongly  wito  those  at  a 
given  site  and  tiia  student  may  need  to  do  soiro  adjusting* 
C^nerallyr   (CB)2  lir^lts  the  information  afctually  filed  about 
specific  sites  to  mo.vm  objective  kinds  of  data  that  anyone  would 
need,  for  instance?  for  a  job  at  that  site"su^  as  nuii^ers  of 
employees,  types  of  services  or  proclucts  and  so  forth* 


-  -      -   -    -    — ^  CROSS-REFERENCES  ^ 

Jtain  2^  pagres  116^118^  brl&fly  dmsaribes  tha  Career  Information 
System  and  SBlf^Dir&atBd  Search*    Appendix  E  cont^inB  more  complmtm 
dBScription&  (inaludlng  a  samplm  Ouest  print-out;  and  ordmring 
information  for  both  inBtrunmnts . 

The  Learning  Site  Analysis  Form  is  dmscribmd  in  "learning  Plan 
Negotiation/'  pagms  72 A  samplm  LSAF  appears  in  Appendix  C* 

Furtter  information  on  employer  site  files  appears  in  "Site 
Rearuitjnentf"  page  47,  and  "Site  Utilization,"  page  125,  of 
Employer /Conmtmi  ty  Resouraes . 


s 
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Coimsel  students  regardinf  site  Ghoices 


Career  development  counsaling  is  an  ongoing  responsiiili^  shared 
commonly  by  all  staff  and  EBCT  participants.    EBCS's  career-focused 
approa^  to  co^rehensive  education  should  be  featured  during  both 
recruitment  and  orientation  activities  and  should  extend  to  all 
individual  negotiations  with  students  that  taJce  place  throughout 
the  school  year* 

A  signifioant  aspect  of  SBCT'^  approach  is  its  conviction  that 
career  planning  goes  in  to/o  directions*    ^at  is>  students  can 
plan  leaming  activities  based  on  career  interest  or  they  can 
pursue  learning  interests  gtnd  deduce  from  them  career  options  they 
might  wish  to  consider*    Learning  plMs  are  generally  the  province 
of  the  learning  manager  and  site  experimces  are  the  responsibility 
of  the  employer  relations  specialist*    These  two  staff  should  work 
closely  with  each  o^er  to  discuss  each  student's  possibilities  ' 
for  integrating  career  plans  and  experiences  with  otoer  learning 
activities*     THb  role  of  thm  learning  manager  in  this  interaction 
is  discusaed  later  in  this  section  (see  Item  18/  page  162) ;  below 
we  discuss  considerations  ^e  EES  should  keep  in  mind  when 
covmseling  students*.  ^ 


FIRST  OTOICES 


It  is  important  for  students  to  identify  some  set  of  reasons 
behind  the  Voices  tthey  are  making  for  career  e^loration  sites. 
The  Career  Infomation  System  and  Self^Directed  Seardi  (see 
Item  11)  are  invaluable  instruments  for  helping  students  set  in 
motion  their  own  processes  of  self^reflection  and  career  decision 
making*     Reference  literature  at  tiKa  learning  center  can  also  be 
used  by  students  to  broaden  their  infoOTation  base  for  making 
decisions*    The  kind  of  data  avmil^le  tteough  testing  and  printed 
resources  however  should  be  supported  by  a  variety  of  additional 
huaan  resources*    ^ese  may  be  tapped  informally  through  discussion 
wito  friends  I  family  aiid  program  staff  at  the  beginning  of  the 
year  and  should  extend  to  all  the  interactions  tiie  student  will 
have  with  various  commimity  people  throughout  the  progrMi  year. 

Student  rea  sons  for  selecting  their  fi^st  sites  will  always  va^y 
a  lot  from  person  to  person,    hm  students  proceed  through  the 
program  and  experience  the  processes  involved  in  selecting  and 
exploring  sites  their  rjeasoning  should  become  more  defined  and 
increasingly  more  based  on  actual  encounters  with  people  and  sites 

IGO 
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in  tiie  GOKQunity,     In  the  beginning,  ho^^ever,  you  ihould  not 
axpect  to  Bmm  all  students  following  a  logieal  process  of 
deduction  and  elimination  to  arri^  at  clearly  reasoned  site 
dioices.    Family  pressMes  and  the  influences  of  relatives  or 
friends  already  working  in  certain  eareers  will  often  be  a  strong 
influence  on  an " individual ' s  career  interests^    Similarly  cultural 
mnd  mass  media  influences  can  cause  certain  jobs  to  stand  out 
while  others  perfiaps  TOre  suited  to  a  ^rson  are  ignored  altogether. 

The  EBS  should  talk  to  students  about  their  interests  and  t^  to 
m^e  sure  tl^y  \mderstwid  as  mudi  as  possible  why  they  are  m^ing 
their  dioices.    At  the  same  time  reasons  need  not  be  ^allenged 
too  much  at  first,  so  long  as  tiie  student  has  seme  kind  of 
rationale  for  choices.    The  career  exploration  process  itself  is 
specifically  set  up  to  enable  the  student  to  persDnally  exwdne 
this  reasoning  and  to  discover  more  about  the  many  influences 
that  motivate  career  planning. 


SUBSEQUENT  CHOICES 

After  they  have  actually  es^lored  their  first  sites  students  will 
begin  to  build  the  ea^riential  base  for  more  carefully  reasoned 
decisions  about  careers.     This  is  why  it  is  important  for  the  IBS 
to  debrief  students  after  their  explorations  to  help  them  see  the 
in^rtanqe  of  continued  eKamination  of  their  ijiterests  and  possible 
altemati^s.    Initial  enthusiasms  may  have  been  d^npened  or 
enhanced,  personal  contacts  with  Els  may  trigger  new  considerations, 
and  even  the  appearance  and  feeling  of  a  site  may  lead  students  to 
new  insights  into  what's  important  for  tiieir  career  planning.  As 
tiwta  goes  on  and  students  become  increasingly  involved  in  project 
activities  they  will  also  be  making  choices  on  the  basis  of 
project  activities  ttat  can  best  be  done  at  certain  sites  or  with 
the  help  of  specific  employer  instructors* 

Student  choices  may  also  be  more  Influenced  by  feedback  gjined 
from  conversation  with  other  students  who  have  visited  tiie  same 
sites  and  throu^  "debriefing"  sessions  (see  Item  21)  held  with 
students  and  staff.     Peer  group  opiriions  can  have  significant 
impact  on  individual  -^udents,    Wiile  free  discussion  is  t^  be 
encouraged,  you  should^lso  watch  out  that  each  student  makes 
choices  that  are  reasonM^le  for  him  or  her  individually, 

le  alert,  for  instance,  to  cases  where  the  same  students  are 
exploring  the  same  group  of  sites.    Try  challenging  individuals 
to  reach  out  and  stretch  themselves  by  t^ing  something  the  rest 
of  their  groi^  has  not  (dipsen*    With  other  students  who  may -be 
floating  from  occupation  to  occupatim  without  any  clear  sense  of 
what  is  happening  you  might  suggest  they  focus  on  two  or  tiiree 
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sites  in  one  oeaupational  area  to  at  Idast  build  some  sort  of  base 
from  whieh  they  might  begin  to  Mke  more  specif ie  decisions* 
Sometimes  "floaters"  can  be  helped  by  certain  employer  instructors 
who  have  shown  toemselws  adept  at  sparking  young  people's  interests 
torsu^i  their  own  enthusiasm  for  life  or  oonsiitaient  to  tiieir 
careers*     Wiere  also  will  be  students  who  stick  strictly  to  an 
oceupational  cluster  in  which  they  feel  safe.    You  might  challenge 
these  students  in  the  same  way  as  you  would  those  who  are  "grouping" 
on  tile  sam  sites i     suggest  they  take  a  chance  in  a  new  arear  tell 
them  ^out  an  EI  who  might  interest  them  personally  i  ta^  with 
their  learning  managers  for  other  clues  tiiat  might  trigger  their 
considering  new  possibilities* 

Finally,  a  word  of  caution  about  vt^cational  training,     EBCT  is 
not  intended  to  provide  entry^level  job  skills  for  all  students. 
Students  will  be  gaining  valuable  job  skills  and  mrting  real 
decisions  about  careers  they  might  wish  to  pursue*    At  the  SMie 
time^  however^  EBCE's  primary  concern  is  that  students  gain  the 
decision-making  and  infomation^proceasing  abilities  that  they  will 
need  throughout  their  lives*    Students  cm  slip  into  patterns  in 
which  they  lock  tiiemselves  into  single  jobs  and  neglect  acquiring 
the  flexibility  aid  objectivity  necessary  to  keep  a  heal  toy 
attitude  toward  mMaging  their  career  planning  thrpi^hout  their 
lives.     Here  is  where  some  employer  instructors  will  prove 
Invaluable  counselors  of  yomg  people  ?  particularly  thos  ^  who  in 
their  own  lives  have  exercised  career  mobility  and  dianged 
professions  or  lifestyles  after  Aey  became  adults*    By  looking 
on  toeir  lives  with  a  creative  and  affimative  confidence  that  they 
can  make  changes  when  they  need  to  do  so^  these  people  can  show 
students  that  growing  up  doesn't  have  to  Man  closing  off  options 
or  ignoring  new  interests  or  opportunities  for  change* 


   CROSS-^EEFEmNCES   —  ---^ 

Conmt&nts  about  cQntlnumd  site  uses  also  Appear  in  Itmm  20,  pagm  166^ 

Comsmling  students  on  thmir  Imarning  choices  is  a  dominant  thmnm 
^hrnjjghout  the  EBCB  cu^riaulum-    For  background  you  nmy  wish  to 

Usa^jsiMS  of  otter  Imarning  strategies  in  this  hmn^ook, 
P^:  ulMrly  "Projects/*  pAges  189^273  mnd  our  mxplanation  of  the 
luaiiiing  plan  ayale  in  "Lmarning  Plan  Negotiation,"  pages  43^47, 

3??^  "Giudanae"  section  of  Student  Services  summrizes  EBCE's  j 
approach  to  adult/student  interaction  for  the  entire  program* 
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Arrange  wi*:h  2*^loyer  instructors  for  students  to  go' 
to  thair  sites  for  es^loratiani 


To  implBBmnt  tMm  mtmp  you  should  revi&w  Item  4  (pagm  122)  in 
r/Mcrfj  wm  list  (CR)^'b  plAcmmmnt^rocBdureB^    Below  wm  offer  sanm 
'baakgroimd  MmcuBBion  as  to  why  (CE)  ^  has  the  EES  nmkm  the  first 
mppaintnmnt  wxth  fcfta  employer  instruator. 

EICT  placei  a  lot  of  responsibility  on  the  student  for  making 
foriowlng  through  on  learning  plan  decisions,    All  stiadents  are 
ess^ctad  to  develop  tiieir  oonfidenee  and  abilities  in  meeting  new 
adults  and  situations,  but  the  burden  of  initial  site  arrangefflents 
ean  pose  too  early  a  ^allenge  to  some  students.    School  year 
aotion  zones  (see  Item  6,  page  128)  az;e  designed  so  staff  can 
quickly  b^opme  aware, of  students  whose  progress  is  delayed  in  any 
learning  strategy,     Kelying  strictly  on  action  monmm,  however, 
creates  a  monitoring  attit^ade  which  detracts  from  the  positive 
kin^  of  feeling  we  would  like  to  see  in  both  students  and  staff. 

As  a  result^  the  EBB  makes  the  first  telephone  contacts  *  thereby 
providing  a  consistent  pattern  whidi  all  staff,  students  and  lis 
can  depend  on.    ^is  way  there  is  never  any  doi^t  as  to  whether 
a  student  is  following  Uirough  directly  on  an  es^loration  and 
staff  discover  iraaediately  whether  or  not  tl^re  are  any  snags  in 
the  arrangements*    In  addition,  ^  this  EBB  contact  witii  enployar 
instructors  helps  assure  lis  that v the  program  is  supporting  its 
students  and  knows  what  they  are  mJa?  in  tiie  cosmiunity* 

You  may  jmt  as  easily  choose  to  hove  sttdents  initiate  their 
own  first  appointments  and  be  responsible  for  relafcyd  recoraceeping 
tasks*    Doing  this  can  be  particularly  helpful  if  your  staff 
resources  are  limited  and  there  is  not  enough  titne  for  toe  EBB 
to  facilitate  ea^loration  appointmants  and  still  be  effective  in 
perfomLng  other  student  and  site-related  tasks. 


1.63 

251 


CmRICULUM  &  INSTRUCTION 


Make  sure  studants  and  amp-n'V^^er  instructors  imderst^nd 
what  they  will  ba  doinf  on  nm  &itt 


Much  of  th&  groimdwork  for  thiB  step  should  hmvm  oaaurrmd  during 
studmnt  &nd  employer  instruator  orimntMtionB  ^    In  the  rasas  of 
students  or  mmploymr  instructors  who  are  new  to         program  the  EPS 
should  mmkm  sure  rnhmad  of  time  that  all  their  gumstiom  have  been 
mnswered  And  they  fully  imderstmnd  tta  procedures  they  will  be 
following.     To  prepArm  for  this  you  might  revimw  severml  of  the 
prmcmding  Iteam  in  ^is  seation^    Itmm  J  (p&ge  119}  in  whiah  the 
ExploMtion  PmckAgB  is  desarihedt  Item  4  (pAga  122}  in  whi^ 
plmamment  procmdures  are  dmlinemtedf  It&m  10  (pmg^  137}  in  which 
orientAtlon  is  described  mnd  r&aomimndBd  steps  to  follow  for  ho^ 
students  and  employer  instructors  are  llstmd*    Below  wm  offer  a 
fmw  additional  remarks  about  what  the  jtu&nt  can  do  at  explorMtion 
sites  and  attitudes  that  should  be  fostmred  among  students ,  staff 
and  mmployer  instructors  ~ 


WHAT    THE    STUDENT ^  DOES    AT    THE  SITE 


Students  and  amployer  instructors  are  basieally  free  to  work  out 
tiie  best  stethod?  for  the  student  to  adequately  eKplore  each 
p^rtieular  site,'  Ihe  first  day  is  usually  spent  touring  the 
workplace  #  nieeting  other  employees  and  receiving  an  orientation 
from  toe  EI.    The  interview  portion  of  tiie  Ei^loration  Package  may 
be  taped  at  this  tine?  but  many  students  prefer  to  wait  a  day  or 
two  imtil  they  can  ask  questions  based  more  soundly  on  what  they 
sea  at  the  site. 

On  the  following  days  the  student's  time  should  be  divided  between 
working  on  the  Eicploration  Package  and  observing  tiie  EI  in  his  or 
her  daily  routine.    Keep  in  mind  that  the  emphasis  of  career 
explorations  is  on  ^servation %    tiie  student  need  not  become  very 
invol;*ed  in  actual  job  tasks;  nor  should  the  EI  e^eot  to  have  to 
spend  major  portions  of  tiM  spoonfeeding  the  student  information 
about  the  site.    Also  keep  in  mind  EBCB  policies  ^out  students 
not  working  for  pay  or  being  cownercially  productive  during  school 
hours  (see  page  107) , 

In  addltiOB^o  OT5s«rving  the  EI  and  other  employtes  about  the  tita, 
the  stu^nt^^Wuld  also  r«cpive  and  look  over  any  site-related 
literatiure  that  is  available.  ■  Whenever  possible #  copias  of  such 
litiirature  are  filed  in  the  package  for  reference  by  other  students. 
Opportunities  for  keeping  busy  during  an  ej^loration  vary  from 
site  to  site, '  Students  might  attend  staff  meetings  and  go  on 
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Career  ExplorMtions  (Itmm  1^) 


coffee  breaks  with  eiiployeesr  toey  can  go  along  on  delivery 
runs  or  arr^ndsi  and,  if  it's  useful^  toey  may  shift  around  and 
follow  other  employ aes  around  the  site , 

Part  of  the  ERS'a  responiibility  is  to  make  sure  the  II  uiiderstands 
how  tiiat  particular  site  can  be  explored  profitably  wi^out  unduiy 
stressing  the  employer  instructor's  schedule  or  causing  the  student 
to  waste  time.    Should  a' site  prove  '*eKplorable'*^^n^a  ihM 
than  had  originally  been  planned,  the  student  simply  finishes  the 
iKploration  Package  and  moves  'O'n  to  another  site. 

For  some  sites  additional  learning  activities  may  be  specifically 
planned  by  a  student  and  his  or  her  learning  manager.  Wiese 
^options  are  discussed  in  Item  14,  page  152* 


ATTITUDE    AND  ATMOSPHERE 


It  is  important  to  remenber  that  the  exploration  is  a  short-term, 
low  risk  venture  by  both  the  employer  instructor  and  the  student^ 
Students  mid  Els  are  encouraged  to  be  frank  with  each  other  and 
to  recognize  the  fart  that  the  student,  is  truly  exploring  or 
investigatilig  jobs  at  this  level.    Thus  while  the~~student  is 
oxpeeted  to  conform  to  site  regulations  snd  basic  company  policies 
regarding  behavior,  he  or  she  is  not  "representing"  tiie  company  in 
the  same  way  an  en^loyee  would.    Also  students  and  employer 
instructors  are  reminded  that  should  a  student  wish  to  spend  more 
extensive  time  at  a  site,  a  leaming  level  can  be  negotiated 
alleging  the  st^ent  to  return  wito  carefully  planned  and  long- 
term  learning  activities  and  objectives,.    (See  also  Item  1,  page 
112,  for  remarks  about  ttie  relationship  between  explorations  and 
learning  levels.) 

Students  and  employers  should  not  feel  inhibited  ^out  escpressing 
opinions  freely  and  examining  honestly  whether  or  not  the  student 
is  suited  for  or  inclined  to  the  particular  type  of  work  being 
explored.    While  the  Exploration  Package  is  designed  to  help  _ 
students  determine  this  fact,  it  should  be  supplemented  by  personal 
interaction  between  student  and  employer  instructor, 

hlmo  keep  in  mind  that  while  a  student  is  exploring  a  job  and  site 
he  or  she  is  also  encountering  a  person  who  may  or  may  not  be 
typical  of  an  enployer  or  employee  in' that  occupational  setting. 
Explorations  should  help  each  student  test  out  the  dimensions  of 
career  choice  through s 


1.    honest  and  dpntinuoui  dialogue  among 
students  J 


adults  and 


cDrrxculum  a  immvcTioN 


2*     frsquent  es^sure  to  a  variety  of  job  settings  and 
potantial  adult  models 

3.    debriafingi  witii  ot^iar  students  and  staff  after 
their  site  es^eriencei 

Preferably  students  should  spend  entire  days  at  their  sites  so 
that  they  gain  a  Mre  eomplete  pioture  of  the  many  intangible  as 
well  as  tangible  aharaoteristica  of  a  given  job.    Whole  days  (that 
is^  school  days  of  at  least  torea  to  five  hours)  spent  with  ah 
employer  instruotor  enable  tiie  student  to  see  the  EI  in  his  or,  her 
ups  and  downs  ^  dwing  oof  fee  bre^s,  in  staff  meetings^  interabting 
with  other  personnel  and  so  forth.    The  student  gets  a  chanqe  to 
feel  the  pressures  #  confliotg  and  tensiOfis  that  go  witl\  ^at  work 
and  to  dtnide  if  it  is  worjtK  it  personally,  socially  and  ! 
eooncmi.:r.Xly ,    By  the  m&mm  tckmn,  motm  of  toe  si^tler  benefitsi 
that  come  from  working  inten^iwly  with  others  'tiirou^  entire  days 
oan  oome  across  to  the  student  in  a  mora\  raalistio  way^^for  example, 
comradeship*  pride  of  team  cooparation,  successes  at  solving   /  \ 
problems.    Employers  on  tiie  (CE) 2  board  also  recommend  full-day 
eKplorations  because  in  some  workplaces^  tha  activities  in  thfe 
morning  differ  from  those  in  the  afternoon. 

k  final  point  botii  IM  and  EI  should  keep  in  mind  is  that  tiiere 
are  ultimately  no  "failures"  in  career  explorations  1    students  can 
learl!  as  much  from  their  mistakes  as  from  their  successes,/  Don't 
try  to  be  a  "mother  hen"  tp  tiie  studeritl    Adults  should  be  sensitive 
to  a  student's  personal  diffic^ties  and  try  to  help  studj4nts  deal 
with  tham  positively,    ht  the  same  timm  the  student  has  d  right  to 
discover  his  or  her  own  limits  and  ba  able  to  recogniEe  ^when 
personality,  physical  or  ability  limitations  present  real  barriers 
to  achieving  a  desired  goal.  ]  /  / 
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Career  EKplorMtlons  (Item  15} 


Negotiate,  as  appropriate i  additional  learning  aGtivities 
for  career  explorations 


Individual  etudents  may  nagotiata  optional  learning  activities  for 
partioular  explbration  sites.     Usually  these  will  be  project 
activities'  that  entail  the  student  making  observations  and  drawing 
conclusions  about  a  particular  Life  Skills  inject  as  it  relates 
to  situations  in  ttie  local  Gonmunity.    lecausa  of  the  short-term 
native  of  explorations  these  aetivities  should  be  brief  and  should 
not  involve  mu^  of  the  employer  instructor's  tijne*  Lengthier 
sitW  activities  are  written  into -projects  to  be  completed  during, 
learning  levels^ 

For  example^  one  activity  for  a  functional  citizenship  project 
asks  students  to  identify  to^o  kinds  of  businera  ^  taxes  that  apply . 
to  a  particular  employer  site.    Students  then  are  to  discuss 
with  their  employer  instructors  the  purposes  of  the  taxes  and 
how  the^  are  computed  and  collected,    Biis  kind  of  activity 
can  be  accon^lished  in  bix  afternoon  during  a  career  exploration. 
It  could  just  as  well  be  done  d^ing  a  longer  learnitig  level  stay 
at  a  site,  depending  on  when  the  student  diose  to  work  on  that 
particular  project  and  what  kind  of  site  inwlvement  he  or  she 
was  cosamitted  to  at  that  time. 

Some  activities  can  be  planned  for  before  the  student  goes  to  a 
site,-  Others  might  be  conpleted,in  retrospect  with  tiie  student 
simply  recalling  and  smraiariging  es^eriences  at  previous  sites. 
The  only  thing  to  keep  in  mind  is  that  during  explorations  students 
are  mainly  observing  sites  and  completing  Exploration  Packages, 
Any  additional  activities  should  be  carefully  thought  out  to  rn^e 
sure  they  do  not  dilute  the  essential  purposes  of  the  exploration. 

Another  type  of  activity  (CT) 2  learning  managers  sometimes^ use  for 
students  at  exploration  sites  ^is  a  Basic  Skills  self --assessment 
exercise.    Students  look  at  job-related  literature  or  tasks 
involving  communications  or  mathematics  skills  and  practice  a 
selected  nuiitoer  of  problems  to  the  satisfaction  of  their  employer 
instructors,    Ihese  exercises  can  be  another  way  for  tiie  student  to 
narrow  xn  on  exactly  what  he  or  she  likes  or  dislikes  abo^t  a  job 
by  actually  performing  some  of  toe  tasks  required  and  learning  more 
^out  Basic  Skills  at  the  same  tin^,    Basic  Skills  exercises  can  be 
Bubstituted  for  the  interview  portion  of  the  Esqjloration  Padcage  or 
negotiated  as  additional  project  activities  by  thei^elves,  \Because 
interviewing  skills  are  implicit  throughout  the  e^lorationf ^  we 
feel  toat  particular  part  of  the  package  can  be  dropped  without 
eliminating  an  essential  skill  the  student  should  be  practicing. 
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student  projmat  nmgotimtion  and  implmmntmtion  is  discussed  inV 
"Prajmcts p^ges  189^273.    Samplm  project  for  each  of  the  five 
Life  BkUl  armms  mppm^r  in  Appendix  A,  // 


Optional  Basia  Bkill^  exercises  used  by  (CE)  j  learning  tmriagers 
for  employer  site  learning  appear  in  Appendix 
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CarmBr  Explorations  (item  16) 


Record  site  placements  and  monitor  student  eKplorations 


To  implmmmnt  this  Mtmp  you  will  want  to  rmvlm^  several  other  item 
in  this  seation-    Site  plaaement  'proamduxms  are  sumnarized  in  Item 
4  (page  132) J  reaordkeeping  partiaulars  appmstr  in  Itmm  8  (page  131); 
whmt  studmnts  do  at  sites  is  discussed  JH^  Itmm  14  (p^ge  152)  . 


RECORDING  PLACEMENTS 


Try  to  keep  up  witii  your  recordkeeping  tasks  as  toey  can  easily  get 
out  of  hand  if  information  begins  to  pile  up  for  many  studants, 
{CE)2's  plaGement  prosedurea  allow  the  esployer  relmtlons  specialist 
to  iimediately  record  the  fact  that  a  student  has  a  site  appointment* 
If  by  thm  day  after  an  appointment  is  soheduled- the  student  does 
not  return  with  a  completed  attendanae  s^edule  the  EBS  can  follow 
through  directly  ^ith-  tiie  student  to  find  out  what  is  happening* 

When  an  attendance  schedule  is  retimied  (the  second  sheet  of  the 
Student  and  Employer  Instructor  Contract  formr  see  page  124) ^  this 
informtion  should  be  posted  on  the  Status  Board  to  let  all  staff 
and  other  students  easily  see  where  and  when  a  student  is'  in  the 
community*    Af^  )the  same  time  the  EBB  (or  an  assistant)  should 
record  in  the  "p^bgr^'s  records  the  actual  starting  date  fpr  tiiat 
ekploration.    Usually  this  will  be  the  same  day  as  ^e  first 
appointment.     It  can  happen  however  that  a  student  simply  drops 
by  for  a  few  minutes  on  the  first  appointoient  day  to  meat  the  II 
md  agree  on  a  schedule  which  actually  starts  later  in  the  week. 


MONITORING    EXPLORATIONS  - 


tonitoring  tasks  for  e^loration^  are  necessarily  lindted  by  the 
sheer  nmitoer  of  sites  [to  be  ei^lored  each  "yea^-    ^en  making  a 
first  appointment  for  tiie  student  the  EBB  should  dieck  with  the 
employer  instructor  to  mke  sure  the  EI  TOderstands  what's 
expected*    During  the  actual  exploration  the  II  can  call  the 
employer  relations  specialist  if  any  special  difficulty  arises. 
If  I  either  the  student  or  en^lpyer  instructor  is  new  to'  ^e  program^ 
the  EBS  may  choose  to  drop  by  the  site  early  in  the  exploration  to 
-see  that  things  are  going  smootftiy.    This  is  also  an  option  toat 
can  be  exercised  if  staff  have  any  reservations  about  how  a 
particular  ctudent/einplpyer  instructor  combination  will  work  out. 
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When  visitinf  a  uLtm,  the  IRS  fills  out  a  Maintenanca  Visit  Record 
fOTO  for  his  or^her  ^raonal  iiotabook.     If  any  inforfflajtion  is 
gained  tiiat  might  be  useful  fojf  the  itutont's  general  learning  ' 
plan  development  a  eo^  of  that  fp™  is  sent  to  the  learning 
manager,    Thim  will  happen  more  often  for  learning  lewis  thaVi  it 
will  for  explorations. 

Another  important  thing  tiie  EBB  should  watch  foriii  that  students 
are  basioally  meeting  the  15  houri  per  week  of  site  use  required 
by  the  program.    While  the  requirement  ean  be  met  by  averaging 
several  weeks  together — say  10  hours  one  week  and  20  hours  the 
ne^t— students  should  generally  try  to  natch  the  requirsment  on  a 
weekly  basis  and,  if  ^  exploration  is  terminated  early,  be  sure 
to  have  ajiother  one  planned  as  soon  afterwards  as  possible. 


CROSS^imFERENCE 


ImplQimnting  and  rpcording  site  imintmnMnqe  visits  is  treated  in 
greater  detul  in  "Sitm  Utili^mtian/'  pmgms  156^166,  Employmr/ 
Comnunity  Mmsourams,    Thm  Mmintmnanae  Visit  Reaord  Form  MppmmrB 
on  pagre  127  of  thmt  section. 
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Career  Explorations  (Item  1 


Initlata  aceomitability  GDnsequenees  as  necessary 


Studmnt  rights  mnd  rBSponBibilitlmm  for  CMrmmr  Bxploratlon  arm 
outllnmd  in  Itmm  6  (prnge  128}  of  this  smation.    Sssia  procedures 
for  dmmling  wi^  aacomtshility  are  the  mmmm  for  mil  EBCE 
BtrategieM  Md  arm  mxplained  ml^m^here  in  tftis  hmdbook  (sbb 
■'CroB&'^RmfBrenaes"  below).    Following  arm  addltlonml  obBervmtionm 
mbout  aaco'mtabllity  ^  it  rBlatmB  to  career  Bxploratlons . 


ATTENDANCE 

.  ]  '      '  '■   .  = 

7 

Attendance  and  keeping  i^sdulad  appointTCnts  ara  t^m  mut  common 
problems  itudents  will  have  wito  their  exploration  es^ariencea* 
All  staff  must  be  alert  to  the  scheduling  conflicts  that  can 
arise  as  students  learn  ,  to  manage  thair  own  time  and  conmit 
themselves  /to  several  different  kinds  of  learning  activities 
happening/at  the  same  time. 

Each  axploration  lasts  only  ^iree  to  five  days  and  is  s^adulad  by 
the  student  and  tJia  ea^loyar  instructor.    Soma  explorations  may  be 
planned  for  every  otter  day  of  toe  week  because  tiie  EI-s  ti,me 
constraints  do  not  pemit  consecutiva  days*    Others  may  be  split 
by  weekends  or  have  to  be  postponed  because  of  sudden  changes  in 
the  Gommitmjints  of  either  the  student  or  the  EI.    Students  are 
also  liable,  particularly  during  the  first  few  months  of  the  program, 
to  forget  their  schedules  or  even  to  schedule  several  events  to 
happen  at  the  same  time.    All  students  m^o  given  plaining 
calendars  designed  to  help  them  avoid  tinie  conflicts ,  but  it 
sometimes  takes  a  while  for  a  student  to  become  comfortable  wito 
planning  time  on  weekly  or  monttly  bases . 


Resolving  Attendance  Problems 

.1 

To  support  students  in  meeting  their  time  commitments  staff  should 
make  sure  each  has  a  clear  idea  of  his  or  her  planned  aotivities 
and  has  written  any  relevant  dates  on  a  planning  calendar*  If 
there  is  a  time  oonflict  or  if  a  new  oppoi-tmity  warrants  tricing  a 
day  away  from  ^a  middle  of  an  ej^loratioh,  the  student  should 
immediately  contact  the  EI  and  negotiate  any  necessary  changes  in 
s^edula*    Both  staff  and  students  should,  however,  try  to  avoid 
such  sudden  changes  in  midstream  and  definitely  not  permit  several 
interruptions  to  back  up  against  one  another  so  that  an.  ej^loration 
is  stretched  over  several  weeks  or  TOre. 
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tflien  a  studant  miiiea  a  day  at  an  e^ioration  site  or  arrives  late 
several  times  in  a  row  and  does  not  have  a  satisfaetory  reasan,  then 
thm  II  shoul^  .contaet  the  employer  relations  specialist  ^out  the 
problem.    Thm  ERS  ean  then  ^chediile  an  iRmediate  conference  with 
the  itudent  to  discuss  toe  problem  and  come  up  with  a  solution) 
Usually  tiijls  first  conference  is  lufficient,    the  student  explains 
what  happened  and  negotiates  wito  the  ERS  a  solution  for  any  other 
time  conflicts  that  might  be  pending..    If  there  is  no  reasonable 
cause  for  the  student's  absence,  "first  offenders"  are  usually 
Reminded  of  their  responsibilities  to  toe  program  and  to  toe  El  who 
is  gi^ng  his  or  her  time  to  help  toe- student.    If  such  absences 
occur  a  second  time  then  miotoer  con^^rence  is  s^eduledi  this  time 
toe  student's  parents  are  asked  to  ?i*^.^t  with  toe  student  and  ERS, 
Finally,  if  a  toird  absence  occurs  uie  program  atoinistrator  meets 
in  conference  with  student,  parents  and  en©loyer  relations 
specialist.    At  tois  time  toe  student  is  reminded  toat  he  or  she 
may  be  asked  to  leave  tiie  program  if  a  reasonable  toange  in  behavior 
cannot  be  negotiated. 

With  most  accountability  problems  this  toree-level  conference 
pattern  may  \have  several  meetings  occi^ring  at  ea^  level  so  that 
the  student  is  given  plenty  of  time  to  understand  and  deal  wito 
toe  problem.    However,  in  toe  case  of  e^loration  attendMce  toe 
process  is  accelerated  so  toat  toere  ii  only  one  conference  at 
eadi  level.     (CE)2  moves  more  quickly  wito  explorations  because 
toeir  short'-term  nature  Mkes  it  imperative  toat  students  do  not 
m^e  a  habit  of  inconsistent  attendance.    Moreover,  poor  attendance 
can  cause  the  El  involved  to  lose  confidence  in  toe  program  as  well 
as  waste  his  or  her  time  needlessly. 


BEHAVIOR  AND  PERFORMANCE 


student  beha^or  is  not  often  a  significant  problem  in  career 
explorations.    Students  learn  very  qui   ^ly  toat  they  are  "in  toe 
adult  world"  md  are  expected  to  act  Ln  accordance  with  site 
regulations .    In  most  cases  of  misbehavior  the  11  need  only  point 
out  to  toe\y#tuderit  toat  a  particular  attitude  or  action  is  not 
what  is  expected  at  toe  site  an^  the  studant  has  toe  choicb  of 
adjusting  or  not  coming  back.    In  all  cases,  if  Els  feel 
.unccmfor^iabla  wito  hmdling  student  behavior  they  may  call  toe  Ef^ 
who  then  initiates  toe  eonference  pattern  described  earlier  in 
tois  item.  t/ 

Perfornance  accoimti^ility  is  handled  through-  toe  Es^loration' 
Package.    If  a  student  does  not  meet  toe  El's  expectations  in 
completing  a  package  toe  11  Piintply  refuses  to  certify  it  as' 
completed.    TtiB  student  then  has  toe  choice,  of  reworking  the 
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package  until  it  meets  thm  El's  itanda,rds  or  not  gaining  aredit 
for  that  aj^loration*    Similarly,  if  an  EM  feels  a  student's 
Ei^lo ration  Paokage  is  below  what  he  or  she  is  really  aaj^able  of 
doing  then  the  IBS  oan  refuse  to  verify  the  paekage  as  eo^leted 
md  again  the  student  must  dioose  to  eitiier  lose  credit  for  that 
site  or  improve  the  quality  of  his  or  her  work, 

\  '                                  '  ■ 
\   ^  ;   -  CMOSS-REFERENCES      . 

"Lm^ning  Plan  Nrngotim^lm/'  pagmm  77^91^  dimamMBS  studmnt 
aaaountabillty  ntmndmrdB  smd  pmamdw^ms  for  the  entire  program  and 
dlsplmys  the  Aaaomt^llity  Write-up  form  Mtmff  u&e  to  record  and 
aommunlaatm  Mpeaifia  problmnm* 

Almo  dimcmsed  in  "Learning  Plan  Negotimtion"  ^  (pmgms  81^84  )  are 
'^Bohool  yemr  mation  ^oneB"  whiOi  are  (CE)^'^  mjor  dmviae  for 
MyBtematizing  and  monitoring  student  ubb  of  time  and  progresB 
throi^h  all  EBCE  learning  mtratmgims. 


173 


161 


\ 


Share  inforrnation  about  student  explorations  with 
other  staff 

Career  e^lorations  are  students '  first  experiences  in  ^the 
cosraunity*    What  happens  to  them  at  employer  sites  and  how  they 
react  to  qoranunity  environments  and  people  is  very  important 
information  otter  staff  will  need  to  know,    ttere  are  several 
teehniques  the  employer  relations  speoialist  may  use  to  pass 
\        information  about  a  student's  onsite  aGtivities  to  other  IBCE  staff 
Md  partieipaitsi 

1,    informal  meetings  with  learning  majiagers  and,  as 
need  be,  other  staff 

2*    Maintenance  Visit  tocord  and  Accountability  Write-up 
forms 

3.     full  staff  meetings  to  discuss  student  laarning 
progress  and  personal  growth 


INFORMAL  MEETINGS 


Informal  meetings  between         EBB  and  progrM  learning  managers 
should  happen  at  least  on  a  weekly  basis «    %e  learninlp  manager  is 
responsible  for  helping  eadi  student  plan  individualized  learning 
activities.    It  is  very  importmit  that  tiie  learning' manager  be 
kept  up^to^date  on  dianges  or  variations  in  student  community 
experiences  that  mi^t  influence  toe  student's  educational  \ 
planning* 

^^ile  students  will  coimnunicate  SOTe  of  ttiis  information  to  their 
learning  managers  *  there  will  always  be  things  about  tiieir 
ei^eriences  that  they  wouldn't  think  to  pass  on  to  staff.  Some 
studeni^s,  for  instance,  will  act  completely  differently  when  they 
are  in  "real  world*(  situations  toan  tiiey  would  at  the  learning 
center*    ^ere  will  be  those  who  are  quite  open  and  outgoing  among 
their  'friends  and  familiar  staff  who  might  freeze  when  encountering 
new  situations  or  people.    Others  will  be  reserved  and  hesitant  \ 
around  educational  staff  and  loosen  up  consider^ly  as  they  work 
alongside  employees  at  actual  job  sites,    Sindlarly,  sane  students 
will  relajc  and  make  rapid  ^progress  when  working  with  certain 
employer  instruc^;ors  while  with  otiiers  tiiey  might  show  no  interest 
or  progress  at  all,  '  * 

\ 


.17.1 


ERIC 


162 


Career  ExplorationM  (Item  18) 


In  other  aaBSS  studants  might  revBal  intarests  or  talents  they 
had  never  thou0it  ^out,    A  eertain  EI  might  spark  a  student's 
latent  ^llity  for  working  with  Mimala;  at  another  site  a  girl 
e^loring  the  business  offiae  might  imkm  friends  with  several 
assa^ly^line  workers  and  dii^ovar  she  has  an  intuti^  ^ility 
for  hmdling  oomplicated  instruments  or  for  solving  math  problems* 

■  '  '  \ 

In  short,  there  are  many  student  es^rienoes  ^at  are  diffioult 
or  impossible  to  mwsm^i^m  in  raoordkaaping  forms.    Waekly  maetings 
enabla  the  EBB  and  learning  manager  to  apoti  minor  diffisultias 
early  in  a  student's  eKperienGes  and  to  deal  with  ^em  befora 
they  grow  into  major  pr^lems#    At  ^e  saro  ttea#  both  itaff 
have  an  opportimity  to  refleot  on  the  si^tle  personal  qualities 
tiiat  make  ea^  young  person  tmigua  and  whi^  should  ba  accosted 
for  in  halping  tiiat  student  plan  objeetives  and  aotivities  that 
will  better  meet  his  or  her  personal  goals  and  interests « 

While  tile  EBB  will  most  frequently  meet  with  the  learning 
manager,  thare  will  also  be  ooeasions  for  sharing  information  with 
the  laarning  resource  speoialis_t  or  stu^nt  goordinator.    Ihe  LRB  / 
is  responsible  for  studant  oo^atanay  oertifiGatibn—whieh  often 
involves  students  going  to  oommunity  sites  to  n»et  with  oertifiars. 
He  or  she  would  also  ba  intarestad,  for  instanoa#  in  knowing  how 
student!  are  handling  their  adult  aneounters  in  the  oonnntmi^  and 
might  work  with  toe  IRS  to  support  individual  studants.    In  addition , 
tiie  ERi  will  want  to  keep  tiie  LRS  inf onned  as  to  a^y  resource  naada 
students  OTuld  use  halp  with  eithar  locating  or  using,    Thm  student 
coordinator  overseas  assessment  and  swst  of  the  program's 
interaction  wito  the  high  school  and  parents.    He  or  sha  will  \ 
\  primarily  be  interasted  in  student  behavior  or  accountability 

issuas  that  might  influence  parent  conferances  or  student  standing 
in  the  program* 


MAINTENANCE    AND   ACCOUNTABILITY  FORMS 


when  visiting  a  site^  the  IRS  can  use  a  Maintenance  Visit  Record 
form  to  capture  learning^relatad  particulars  about  a  student's 
onsite  as^riences*     This  fonn  is  completed  for  the  lRS*s  personal 
records  and  copies  may,  as  they  are  useful,  be  passed  to  otiier 
staff.    Used  most  often  for  longer  laarning  levels,  the  form  can  be 
a  handy  way  of  recording  spacific  details  an  EI  mi^it  repnrt  about 
a  student's  activities— for  instafice,  that  a  student  is  showing 
unusual  abilities  (or  difficulties)  in  handling  certain  problems 
or  working  with  particular  ^"equipment,  \ 

Thm  AogountabijJ.ty  Write-up  fonn  is  used  to  ram^unicate  probleM 
students  might  have  in  meeting  program  standards  for  behavior  or 
performance*    Copies  ara  seivt  as  needed  to  otoer  staff,  parents  or 
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the  program  administrator,    to  exanple  of  the  mm  of  tois  form 
would  be  a  student's  failure  to  turn  in  eonpleted  Exploration 
PaGkagea,    Wie  EM  would  write  thim  up  and  send  eopies  to  the 
student  anid  learning  manager,  indigatinf  on  the  form  what  action 
stould  be  taken-^-iaually  a  qonference  betoireen  the  student  and  ERS 
or  a  recoBKiendation  that  the  student  negotiate  no  f\^ther  project 
activitiiis  until  his  or  her.  paokages  are  completed,    ftlso^  behavior 
problems  sudi  as  poor  attendance  can  be  similarly  noted  and 
oommunicated  to  other  staff  and*  as  necessary,  toe  student's 
parents .    ^e  learning  meager  would  again  want  to  know  this  kind 
of  information*  particularly  if  the  student  is  negotiating  other 
activities  that  depend  on  coordinating  times  wito  community 
resource  people.  ' 


ALL-STAFF  MEETINGS 

.'. 

(CE)^  uses  several  types  of  all^staff  ireetings  to  share  inforMtion 
about  student  learning  or  personal  growth,    gone  progress  meetings 
involve  the  educatipnal  team  meeting  togetiier  regularly  and 
sharing  observations  about  each  student's  attitude  and  general 
personal  development*    Along  the  same  lines*  staff  meet  at  the  end 
of  eadi  school  year  action  zone  to  discuss  each  student's  learning 
progress  through  that  zone  period.    During  these  meetings  comments 
center/ largely  aroiaid  the  student's  statiis  in  relation  to  program 
requiremeots^-that  i^#  how  many  explorations  or  learning  levels 
completed,  how  many  projects  finished  and  pending*  how  many 
cong^etencies  certified  and  so  forth,   i  Staff  are  thus  able  to  develop 
for  themseives  comprehensive  pictures  of  how  each  student  is  doing 
and  to  perceive  if  tiiere  are  any  patterns  developing  in  a  student's 
actions  (audi  as  procrastination  or  hesitancy  about  going  to 
sites)  that  might  hinder  the  student's  success  in  the  program. 


.  CROSS^BEFEREN^  m  — ^    - 

Zone  prog  re      mee  tings  and  zone  debriefingB  are  aiso  discussed 
in  "Z^mrning  Plmn  .^JmgotiatiQn,"  pmgmM  66^71,  and  in  "Guidmnae /' 
Studmnt  Smrvicms, 

.Refmrmnems  for  Aacomtmbility  Write-up  and  Maintenance  Visit 
Record  fornm  appear  earlier  in  thij  seation  in  thm  item  on 
recordkeeping  (sem  page  133}  * 


^  »  U 


164 


Career  BxplorMtlons  (Item  19) 


Respond  to  completed  Ejcploration  Packages  #  verifying 
employer  instrUGtbr  evaluations 


Ihe  Exploration  Package  has  places  for  both  the  employer  instructor 
and  the  employer  relations  specialist  to  write  conmmnts  about  the 
itudent's  work  and  to  sign  their  naR»s  certifying  that  the  package 
has  been  completed  to  tiieir  latief action.    To  avoid  eKtra  trips  back 
to  sites  students  are  encouraged  to  finish  their  packages  and 
^tain  tiieir  Els'  conistents  and  si^atures  during  the  last  day  they 
are  exploring  tiieir  sites. 

On  receipt  of  the  parage  tile  EI^^  checks  the  El's  consents  and 
si^s  and  evaluates  the  student's  work  for 

1.     accuracy  of  observations i    usually  a  give// since  tiie 
EI  has  certified  that  the  contents  of  th^  package 
reflect  the^ facts  and  conditions  of  his /or  her^ 
job  site 

2-    honesty  of  conoluslonsi     are  tte*  stu^^t's  remarks 
about  ^e  site  sincere  ,in|  the  light  of  what  tiie  ERS 
knows  ^out  that  student  from  counseling,  d^riefirigs* 
conversations  with  the  EI  and  observations  of 
performance  at  other  sites 

3*     level  of  perfoCTancei     does  the'  student's  work 
measure  up  to  what  the  ERS  knows  he  or  she  is 
capable  of  performing 

If  satisfied^  the  ERS  writes  his  or  her  conments  in  bhe  parage  ^ 
discusses  them  with  the  student  and  files  the  package  for  reference 
by  other  students. 

Usually  ERS  and  BI  comments  are  not  very  long,    km  the  ERS  gets  to 
know  students  and  employer  instructors  he  or  she  can  judge  front 
person  to  person  how  mudi  attention  should  be  given  to  individual 
packages*    Some  packages  may  need  to  be  scrutinized  more  carefully— 
for  .exMiple*  a  certain  EI  may  be  a  "soft  touch"  and  be  liable  to 
let  students  "fake"  tlieir  packages  wi^out  really  criticising  their 
work.    Other  packages  may  require  special  praise  from  th^  ERS  , 
because  a  student  is  quite  shy  about  encountering  the  commimity 
and  could /use  extra  positive  fee^aA  for  his  or  her  attempts* 

Keep  in  mind  also  the  fact  that  EKploration  Packages  should  hoth 
reflect  toe  site  explored  and  indicate  thm  current  direction  of  a 
student's  career  development  tiiinking,     Botii  the  EI  and  tlie  ERS.  .g 
should  give  their  honest  opinions  of  a  student's  future  plans  as 
well  as  evaluating  his  or  her  present  eKperlences . 
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Raeord  complated  es^lorations  and  support  continued 
student  site  ^mmB 


Far  this  step  you  Bhould  look  over  Itmrns  4  and  8  for  plaammmnt 
and  rmcordkmeplng  proa&durms  fpages  122  and  131)  and  Item  1 
(page  111)  to  review  studpnt  site  use  options* 


RECORDING  EXPLORATIONS 

The  projeGted  closing  date  for  tiia  studant*s  attendanee  at  an 
ej^loration  site  should  be  established  when  ^e'^studant  md 
employer  instruGtar  have  their  first  appointment.     The  EI  varifi%^^'" 
this  date  at  the  end  of  the  exploration  by  signing  toa  Emplsya^tf"^\ 
Instructor  Report  postcard  and  mailing  it  to  the  learn ing:.^^€nter, 

(CE)2  distinguishes  between  oomplation  of  an  ei^lprftion  visit, 
for  which  the  student  receives  attandance  cr%^€V  and  the  completion 
of  the  l^icration  Package,  for  whidi  tiie  s€udent  recaivas 
parfofmance  credit  toward  ^a  raq\a.red  five  a^lorations  students 
must  coa^late  each  year*    Attendance  dates  are  entered  in  tiie 
programVs  records  on  receipt  of  the  postcard,  from  the  EI.  mxs 
insures  tiiat  students  have  a  cumulatiw  record  of  the  actual  time 
thay  have  spent  at  various  career  developTOnt  tasks  in  the' 
GOBUnunity. 

Completed  Exploration  Packages  are  recorded  after  the  EBB  has 
commented  on  each  one  and  verified  the  EI*s  comiftents  and  signature 
(see  Item  19) .    At  that  point  the  ERS  passes  the  package  to  an 
assistant  for  recording  its  conpletion  and  filing  it  at  the  learning 
canter. 


1^  CpNT^INUED   SITE  USES 

While  students  are  eKploring  sites  they  should  also  be  giving 
attention  to  ttia  steps  necessaj^  for  selecting  other  sites  they 
wish  to  use  for  learning  pulses.     (CT)2's  requirement  that  all 
otudents  have  at  least  15  hours  of  onsite  learning  each  week 
makes  it  important  that  next  site  uses  be  s^edulei  as  soorf  as 
possible  after  current  sites  are  concluded,     Thinking  ahead  helps 
students  keep  up  with  program  requirements  and  gives  valu^le 
practice  in  the  career  development  skills  of  early  planning  and 
consideration  of  altarnatives . 


166 


178 


i 


Career  Sxplormtlons  (Xtam  20) 


EFS  support  of  tha  student*s  continued  site  use  should  occur 
throughout  the  year.     Try^,  as  part  of  your  infoCTnal  daily  contacts 
with  students/  to  m^a  ^sure  they  know  what  they  want  to  do  nex  . 
When  toey  turn  in  their  l^loration  Packages  they  should  already 
have  anotiier  site  specifically  in  mind  (or  a  learning  level  at  toe 
same  site)  mud  be  ready  for  thair  first  appointment  with  that 
site's  employer  instructor* 

Dnring  tha  first  months  of  the  year  students  will  be  focusing  more 
-  on  explorations  (see  s-;udent  steps  to  follow  on  page  141)  ,  Later, 
more  students  will  be  -hoosing  learning  levels  and,  on  occasion, 
special  placements  or  skill  bu|.lding  levels  and  should  therefore 
underitand  the  steps  they  must  take  for  torae  options, 

'  ;  i  '  i 

Hopefully,  while  intaracting  with  studants  through  the  many  site 
choicas  they  make  during  the  year  the  EM  will  develop  a  sense 
for  each  student's  particular  patterns  and  be  ^le  to  draw  on  tiiat 
sense  ^to  counsel  the  student  as  to  tJie  usefulness  and  meaning  of 
his  ©r^er  various  Voices.    Following  are  a  few  typical  questions 
the  EBB  might  ask  tiie  student  concernijig  his  or  her  site  choices:  ^ 

^hy  do  you  wmnt  thmt  Mitm? 

What's  its  relation  to  the  othar  sites  you'^m  Bxplprmd? 

DO  you  havB  any  proj&at  activities  you'd  like  to  do 
.  tile  re? 

What  have  you  h&ard  about  the  site  from  other  students? 

How's  it  r&late  to  what  you  tMnk  you  want  to  do  after 
high  school? 

Do  you  kndw  the  kind  of  work  it  Involves?    Have  you 
mvmr  done  anything  like  that  before? 

What  arm  your  other  obligations  to  the  program? 
you  bmhind  on  anything  that  might  cause  you  problem 
in  meting  yoim  responsibilities  at  this  site? 

Keep  in  mnd  that  while  thm  mm  should  activaly  challenge  the  \ 
student's  reasoning,  his  or  her  questions  should  not  forca  k 
student's  choices.     Rather,  there  should  ba  a  healthy  spirit  of, 
inquii^  in  all ,  staff-student  conwrsations^  based  on  the  con^^iction 
^^^^  students  learn  to  questim  their  reasoning  processc^v  they 
alsd^nc^easG  their  abili^  to  understand  and  deal  with  tlie  many  ' 
different  kinds  of  motivating  factors  that  influence  decision 
making,     (See  also  Item  12,  page  148,  for  coun-^eling  students  on 
their,  site  choices,) 
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Hold  debriefing  TOeti^gs  with  students 


Dabriefing  meetings  witiK  groves  of  students  are  a  very  in^ortant 
integrating  technique  whereby  the  en^loyer  relations  specialist 
can  help  students  reflect  on  tiieir  site  es^eriences  and  m^e 
choices  for  further  gleaming  t^at  are  based  realistically  on 
their  changing  mderstMding  of  theneelves  and  l^eir  oi"':inns. 
More  specifically/  debrief ings  should i 

1.    enable  students  to  get  together  and  share  theif 
obsarvations ,  opinions  and  reactions  to  their 
in^vidual  site  es^eriences 

2*     encourage  studentSf ^  with  the  help  of  the  EBB,  to 
synthesize  their  separate  experiences  and  to  draw 
conclusions  and  test  generalizations  about  the 
niany  different  factors  that  influence  job  choice, 
,   career  satisfaction  mnd  lifestyle  quality 

3*    help  staff  to  keep  iti  toudi  with  the  different 
,/        experiences  students:  are  having  daily  in  toe 

comnMnity  and  to  pinpoint  problen^  that  might  be 
J  arising 

^e  EBS  should  not  allow  debriefings  to  siijstitut  s    or  one-^to-one 
interactions  with  ea^  student  regarding  individual    :  lorations, 
site  choices  and  E>^loration  Packages.     Rather^  d^riefings  should 
cot^leinent  in^vidual  contacts  with  students  by  capitalizing  on 
the  positive  effects  toat  group  interaction  can  achieve. 

It  is  important  to  begin  debriefings  soon  after  students  have 
explored  their  first  sites  (usually  within  the  first  two  weeks  of 
the  school  y#ar)  so  that  ttiey  can  see  how  their  successes  sand 
problems  are  being  shared  by  their  peers*    fffrrfents  having 
troiJ^le,  for  exanple,  wito  confronting  new  situations  or  people* 
can  find  out  thmt  other  students  may  be  facing  similar  difficulties 
Some  students  who  may  be  shy  i^ort  admitting  that  their  first 
choices  were  totally  off-base  and  toat  tiiey  were  mist^en  about 
their  interes^ts  can  learn  that  this  too  is  a  ciitn»n  occurrence  and 
not  a  "failure"  on  tiieir  parts.    Along  the  same  lines #  it  is  best 
tQ:  min  beginning  ^studants  ^ith  toose  who  have  already  explored 
several  sites  so  that  ^e  new  students  can  benefit  from  the  more 
experianced  students. 


Sample  Exploration  PmakagB 


:    SAMPLE  EXPLORATION  PACKAGE 

Following  are  thm  insidm  pMgms  of  an  Exploration  Paakagm 
filled  out  by  m  studmnt  while  exploring  a  site  in  the 
aoimmity,   ^At  thm  mnd  of  this  partiaalar  sample  thm 
studmnt  inaluded  mevmrml  pages  of  additional  abservationM 
about  her  mite  whidh  we  also  reprint  here  to  givm  you  an 
idem  of  how  studmnts  may  go  bmyond  ttm  questions  listed 
in  the  paakagm  Itself,         addition  we  give  a  copy  of  the 
thanfc  you  letier  written  to  the  student' s  employer 
instruator^^thm  last  item  of  evmry  Exploration  Package 
requirement.  \        .  , 

\ 

Appendix  E  includes  a  faosimile  of  the  aomputer^^^nt^out 
the  student  obtained  from  the  Career  Information  System 
as  part  of  resemrching  job  information  related  to  Aar 
exploration  sitm  and  aareex  ^  mrest. 

information  appearing  Jn  the  Exploration  Package  has  been 
altered  So  as  to  remove  the  names ^  addresses  and  so  forth 
of  t^  Mctual  student  and  her  employBr  contacts;  photographs 
have  also  bemR  deleted i  otherwise  thm  i^htmrial  rmflegts 
the  student' s  actual  responses , 


f 
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Sample  Explormtian  Paakage 


mv  EXPLORATION  OF: 

Compiny  or  ,  * 

Department      ^  ^  N 


f%nQfishot  tBken  m  mam  Hntrancej 
f include  comptiny  nanw  if  possibl&i 


(photo  dmlmtmd) 


Address    ^"?^Q  i4- 


Telephone 


(snapshot  of  emp/oyer  instructor) 


(p^to  del&tmd) 


What  typi  of  job  or  business  art  you  about 
to  ixpiora? 


Name 


BEFORE  you  explori  the  site,  based  on 
information  from  C.l  J.  or  that  you  already 
possess,  desoribe  what  areas  of  interest 
this  exploration  may  hold  for  you. 


Position  f     *^t_H  V 7^1  I  riR  r 


AFTER  completing  your  txploration, 
deso^tbe  the  job  as  you  now  understand  it, 
Empnasiie  the  areas  you  found  most  inter- 
esting. 


■  Y-f'"'   


^    La*  erf 


^^^^  ^irUp#^i 


i7i 


*x  ^  ^ 


CURRICULUM  &  IHSmUCTIOti 


TELL  IT  WITH  PICTURES  OR  WORDS 

Put  piciures  in  tht  boxes  providtd  or  writt  deicriptlons  of  servicts.  products,  equipmant 
etc,,  that  you  hive  iein.\  h  -  m  ^  n, 

Paoplt  at  work  -  Services  and/or  products  -  iquipmirit,  tools,  facilitiaa 


^  ^  ri  f  f  gi  ri  "if 


(photo  de.l0t0d) 
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fit  vnu  f  Mr  picrurfis,  fdtntifv  each  tihoto  m  the  spaat  behw  tt., 


Samplm  Exploration  Pmckage 


t  i  t  Tfli  n  p_ 


(photo  dmimtmdj 


(photo  dQJmt&d) 


CURRICULUM  S  INSTRUCTION 


A  Match  or  Mismatch  ? 

The  following  are  charecteriitics  that  apply  to  moit  jobs.  This  activity  will  help  ymi  compare 
those  characttriitlcs  with  your  own  skilli.  values  and  aptitudes. 


BEFORE  you  explore  the  lite,  csrcia 

examples  of  your  job  initresii^.^  add  others. 


WORKING  WITH  THINGS 

Sj  Pfscision  work 

Opiating  equlpmarit 
Handling  mueriojjs 


completing  your  exploration,  refer 
to  the  left-hand  column  and  describe  specific 
examplei  of  those  int^ests  as  you  see  them 
applied  at  this  Job  site. 

DON'T 

MATCH  MY  INTIRESTS  MATCH  MY  INTiRf STS 


FORKING  WITH  INFORMATION 

§lntBrpretirBO  faets 
Dfganiiliig  and  using  information 
Copying,  sorting,  putting  things 
£09vj£her,  hobbies 


WORKING  WITH  PE^  iPLI 

Counseling 
2.  Discussing,  bargainir  ] 
^  Teiching,  supervising 
4.  Selii  persyading 
Arsirting 


Cirelt  exaniples  of  you  aptitudes  (things 
that  come  easilyl^^^add  others^ 


a Working  with  my  fingers  and  hands 
Eye  for  accuracy  and  detail 
Ability  with  words 
Ability  with  num^rs 
Catching  on  to  things 


AFTER 


Hi'a 'y  fit^  '  .III  lit  II  lir>4 


1. 


^Describe  specific  examples  of  these  aptitudes 
as  you  see  th^  applied  a*  this  jo-,  site. 


MATCH  MY  APTITUDES 


MATCH  My  APTITUDES 
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Smmple  EKploration  PmakBge 


flFTER  explon'ng^|b3  sit©,  aifcle 
ixsi^lts  Of      ski  Its  that  ii^ly^^^add 
others. 


cooking 

photography 

di^ilgnlng 

draviyng 

m^pjrjng 


tvpinq 

filing  I 

writing 

ipi^king 

organ  U'ing 

wdldlng 

woodworking 

motai  working 

cperitin^  ^uipm^t 

driving 

sailing 


Circia  ajcimplos  of  physte^l  raquirmints 
of  job.. .add  others. 


height 


ipeolil  voioo  qualities 


wf  i ght  sp^jal  ippefTanci 

ija^att  y\^<m  fstandfnq  lomi  PCfiodj 
ibilllY  to  uiiitmouisff    woathir  eonti  tlons 

oolors  "  

phy li^a  I  sirtngth  ~ 
alliigias  ^  " 

^itoopmg])   

sming  long  perieda  ' 

driving  ability  _    "  _   


List  skilli  na^id  on  the  job  that: 
YOU  ALRIADY  HAVE        YOU  NtiD  TO  DEVELOP 


List  things  about  the  job  that: 


MATCH  YOUR 
PHYSICAL  ABILITIES 


DON'T  M^CH  YOUf^ 
FHYSrCAL  ABILITIES 


-4- 


Describe  axpariinoas  dfid  p^pla  diat  wae  the  mosthalpful  to  you  during  Ihis  asplo^tion. 


Wh&?  fee^^nfnendatiOns  would  y^  nMsks  tP  oth^^  ^udor^ts  sipfori^g  this  6i<t^ 

^  ^^KjA  UA^^a^A  ^Ui-^'*^*t-h-i-^^i^^v^ 

p->L^^  ^    ^«nwLp4  iw^s^M^M  i*"  eibi^d  K.ip4|^  ^^vw  Oi^sii^  M  tMWb4^^       ^%i^Jm\^  , 


aft 


f 
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CURRICULUM  a  INSTRUCTION 


following  art  eximples  oi  values  or  principles  that  might  sithar  conflict  with  fequireminis  of  a 
job  or  that  might  make  a  job  tspteially  disifabia.  Writs  one  or  two  statimenti  about  this  iob 
iit@  summing  up  your  reaetion  to  it  based  on  these  kinds  of  values. 


EXAMPLES  OF  VALUES  OR  PRINCIPLES: 

1.  Ptrsonal  values 
■indepindence 
•invironmtnt 
•loyalty 

■happineas  and  ielf-satisfactton 
■laadirihip 

•appearince  and  grooming 

2.  Social  valufs 
■humin  rights 
•group  rights 
■aquai  opportunitiss 

•  envlronmtntal  issues 

3.  Political  valuts 

rr^Hitary  aid  and/or  obligations 


•  fediraf  monies  and/or  regulatigns 

•  politloal  party  affiliation  and/  or 
oontributions 

4.  Workvalyis 
•job  security 

•  wages  ^  benefhj 
•competition 
«advanoemant 
•status 

5,  Religious  aonvietions 

•  tlings  for  worship 
•traditfons  of  your  religion, 

including  holidays  and/or  special 
observances 


LJL 


LOok  3t  your  lists  now  and  from  your  answers  i(    !e  which  o^  the  statements  below  best 
fif<^  how  you  feel  (check  one^ 

^    I  do  not  want  to  eKpiors  this  kind  of  jj^b  hrrther, 

'flfant  to  explore  tlv!s  kind  of  job  furtliar,  oMt  un  another  site, 
&^    I  would  (ike    learniny  level  experience  on       site,  ( 

0  I  would  Hke  a  learning  lev«l  ftxperignca  wiih  Ais  kind  of  job,  but  or  anuthof  site, 
n    I  would  like  a  skin  byilding  level  fxpevlence  on  this  site. 

1  1    I  do  not  want  to  explore  iW\%  kind  of  .job  riypt  now,  but  I  may  want  another  look  in 

the  future.  i 


EKLC 
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SMmplB  Exploration  Packags 


COmmENT  PAGE 


STUDENT   Su.«a.y%  A^OafA  

SITE  FQ<^^gS'^ 

DATE    Sftptaw&gr  iil, 


EMPLOYER  INSTRUCTOR; 


parHcXfOiU,  ^k.  a^U.  ae>^ut/^$  eMAl^^k,  ^A*/^**^ 


EMPLOYER  RELATIONS  SPECIALIST: 


4% 


Sample  Exploration  Packa 


CUFiMrCULUM  &  INSTRUCTION 


(3, 

£U  Jar-u^  ,  £.1. 


-^.4^4^  ©bj^^  ^  *  r  ^   Lots  ^ 
Cfl,^  reiA  .   "rKjur-^  c^jo^  o^uu  L^upLy 


^^^CL  "tAy^^  ifxj  tiJL^ 


■  .  *  i 

1-.  ^  if  . 

tiK.4^-tJ  ,  -^^.-^^  *tAp4«  l*%.J^t 


Sample  exploration  Package 


1 

yrw  OG-f^  SjuL  EK^ 
lo4_Aat-   61-^  Cat  .  rrKAjdLL 

-A^rw^  s©vv^4_  LoU-flw  of  t.4j-4-^fiit-»   

ecu.      X    tK^wTjg.  CCtjL  ujfi3 


CURRICUWh   t;  2VSTRVCTI0ti 


Pdx  ,  e.i. 


retjwv.  £r»-%^  1^*"  fUwf-  Oi.j-^  ^^^'if  "t^^ 
-^3t/wLi^i^  Uj-l-LjL-  u.*^o^ 


Sample  exploration  PMckage 
^^iQ  wH^iXiS    Otivl-*^    &4-^^^-c^  tM^L^N^S 


^A*^^  -tp  fids  fl-4C  tA-t^j^  ^a-^AMf^  uj^\Je., 


■i  J  o  IS  J 


CURRICULUM  5  INSTRUCTION 


Smmple  ExplorMtion  Package 


Sept,  23,  1974 


Mrs.  Alice  Sherady 
Forrest  Park  Hospital 
3700  14th  Avenue 
Portland,  Oregon  97000 

Dear  Mrs.  Shertuy, 

Thajik  you  very  much  for  letting  me  come  to 
the  hospital  to  explore  the  mny  different  areas  of  nursing, 
1  really  found  it  very  interesting  and  I  learned  quite 
a  lot  from  you  and  the  rest  of  your  staff.    The  people  I  met 
were  interesting  and  the  things  I  saw  were  quite  different 
from  what  I  expected* 

I  think  you  have  a  great  staff  of  nurses  and  doctors^ 
and  one  thing  I  found  very  different  was  that  you  have  no  U^N's* 
1  think  that  in  your  hospital  it  works  better  that  way,  being  as 
you  have  a  smaller  hospital  and  staff, 

1  really  appreciate  all  you  have  done  for  me,  learning 
more  about  your  hospital,  and  the  work  that  goes  on  there. 

Thank  you  again  for  everything. 


Sincerely, 

Susan  Moore 
(CE)2  Student 
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PROJECTS 


Proleets  are  individualized,  pr^le^Mn^ered  guidae  to  help 
Btudmntm  hlmnd  leatnlng  otojse'rives  from  Life  Skills,  Baaic 
Skills  «id  C^jfeer  DaTOlopwnt  in  ae^i^ties  perfoExned  largely 
at  commimity  sitas  o£  ^air  dioioe*    Projaot  design  and 
pmammmma  enosuMga  stiadants  to  manage  their  ami  leutiing  and 
to  pereeiw  the  relationships  among  perfonal  goals  #  oareer 
options  and  speoifio  ki^ledges  md  skills.     In  effeot  they 
are  the  "starting  blacks"  and  "direction  finders"  students 
use  to  define  and  purstie  imediatG  learning  goals  and  to 
examine  and  refine  broader  career/life  Mpirations* 


EBCE  PURPOSES  FOR  PROJECTS 

1,     allov  students  to  es^lore  and  refine  peraonal  interests 
within  the  Life  Skills  areaa  of  creative  developH^nt, 
critical  -^linking^  factional  citizensh^r^pSrsonal/ 
social  development  and  science 

2*    help  all  students  achieve  miniBal  proficiency  in  the 
perforMnce  of  Basic  Skills  ^and  in  the  application  of 
critical  linking  tediniques  to  their  individiml  learning 
goals 

3*    involve  stuclsnts  in  a  ctsaulatiw  process  that  fostftrs 
insights  into  their  present  learning  habits  md  eventual 
lifetime  learning  skills 

4*    provide  students  with  a  way  of  imderstan^Jig  thm  application 
of  general  studies  and  learning  pTOcesses  to  real  life 
sitiiations 

5.    prescrSJbe  action-specific  learning  ac^vities  toat  are 

individually  negotiated  on  the  basis  of  carefully  assessed 
learner  abilities  and  characteristic 

6*    generally  provida  staff  with  a  way  of  mDnitoring  and 
suro^rtJjig  comtmity-based  leaming  es^eriences 

7  *    provide  a  standard  JLearning  procMs__fpr  ^alA. Jjtuden^ 

retaining  tte  program's  e^hasis  on  indi^duidiza^on  and 
self-'a.rectiQn 


i 
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CURRICULUM  J  INSTRUCTION 


THE  PECPLE  INVOLVED 

Oie  learning  gmageg  (LM)  is  the  priMLry  staff  parson  responsi^la 
for  nefotiating  and  monitoring  student  projacts  and  evaluating 
and  varifying  the  cOTpletiQn  of  each  one. 

■flie  attployar  initruetor  (EI)  at  eaoh  site  si^ports  ^y  site^ralated 
project  activities  thm  student  might  perform  at  that  site  and,  aa 
necessary f  oertifiei  their  cowpletian.     %%m  El  also  alerts  the 
student  to  additional  resources  that  M.ght  be  available  at  the  site. 

The  saployer  gelations  specialist  (EBS)  serves  as  staff  liaison 
batween  employer  instructor  and  learning  Hanagers  ragarding  student 
perforxaance  or  project  activities , 

tte  learning  resource  specialist  (LBS)  helps  the  student  locate  and 
use  various  resources  nacessa^  for  completing  projacts. 

RELATION  OF  PROJECTS  TO  INOIVIDUAL  LEARNING  PLANS 

Projects  assure  that  each  student's  individml  laaming  is  planned 
and  aonitored  by  program  staff*     Salf^assessmant  and  diagnostic 
data  are  inco^orated  for  all  pro j acts*    Biasa  data  are  appliad  to 
the  negotiation  of  personalised  and  comprehensive  learning  goals  in 
Life  Skills,  Bm±a  Skills  and  Career  Development. 

Pro^e^ts  are  designed  specifically  to  tmkm  students  aware  of  and 
— -^  utiliM  the  laarning  potential  inherent  in  toeir  career  exploration 
and  learning  level  as^eriences  on  enployer  sites.     *Ihey  my  also 
incorporate  knowledge  gained  from  e^lgyer  semg^rSf  work  with 
tutors f  involvement  in  group  activities  and  occasionally  es^eriences 
from  coapetency  certification.     Generally/  projects  enable  students 
to  acquira  and  practice  such  "le:ifning  hew  to  learn"  skills  as 


1. 

critical  tiiinking 

2. 

negotiation  with  pears  and 

adul ts 

3. 

self-- assessment 

4. 

foal^^settinq          olar.  inq 

5. 

use  of  resour^             i  h^inian  md  material) 

S, 

scheduling  anc     .38  of  tima 

7, 

accountability  tj  self  and 

to  program  eKpectationa 
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EXPECTATIONS  FOR  STUDENTS 

All  students  4ra  required  to  complete  tan  projects  aach  year  they 
are  in  tos  progrm^  two  in  ea^  of  toe  fivs  Life  Skillg  areas. 
Instead  of  a  second  critiqal  thinking  project,  students  have  the 
option  of  co^leting  oritioal  thinking  wr^-up  acti^ties  for  the 
nine  other  projectt. 

Student  are  e^^eted  to  a&ere  to  account^ility  standards , 
particty^arly  with  reference  to  Meting  target  dates  s^d  a^ering 
to  e^loyer  site  regulations. 
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CURRICUWM  S  XNSTRUCTION 


WE  SIART  WITH  THE  PERSON 


STUei^irS  LiVlL  OF  ItLF^ONFlDENei,,-  SftEAliS  AlOUT  THl  FUTURE,,.  PRlSENT 
LiFEimE  tNTlREiti,..  PfiEVfOUi  SCHOOL  ElPiRiENCil...  OMENTAL 


THE 


uSliyCj  THE  '  ^ 


suadiiTS 


RECOIlyiNDATfONi;..  SiADlNO  ASILITT..,  UNOERlTANDrNa 

OF  SCiiNCE...  PiRSONAL^SOCiAL  SKILLS...  CITIZE^iiHiF 

/ 

RKIHTI  AND  RESFONiiaiLlTlEi,,.  PLUS  INTEREST 

IN  EMPLOYER  SITE  PMVIOUSLT  ^  RliOUSCEl  rHI  CAN  USE 

ElPLasEP 


AND  NEOOnATE  EACH  / 


AROUND 


LIFE  SKILL  THlMtS  I 


3 


IN  COMPLiTING  THE  v'^S\^^0  THf 


SERVES  Ai  LIAISON  SITVVEEN 


THE        _    AND  f»'£  ONSJTI* 


THE 


0' 


LK3 


AND 


ALL  MAKi  SURi  THE  AND 


IfflRNiNC 

sm  _ 

flNfilYSiS  - 


ARE  MOVING 


jL  JNG  OK, 


AND  LOOK  FOR  THE  EXPERIENCES 


N 


ERIC 
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Projects 


steps  to  Follow 


PREPARING  FOR  PROJECTS 


Oeaignata  staff  roles  in  developing  and  mpnltoring 
projects 


I  3  I    hgrmm  on  student  rights  and  responsibilitiea 


Agree  on  yfrnym  students  can  use  employer/ commimity 
aites 'for  projaets 

Conplate  Learning  Site  Analysis  Porns  for  u£ 
designing  aite-related  projects 

Establish  recordkeeping  and  information  sharing 
prQceAures 


8 


Agx€m  on  prejeot  ^tles,  Life  Skills  areas  and 
rationala  atatefflents 


14 


page 


Agree  on  project  pittposes ,  Aaracteristira  wd  195 
J  reqmrefflents 


205 
20Q 
210 

213 

215 


Prepare  necessary  logistics  and  materials  319 
Orient  studento  and  site  peMonnel  S20 


NEGOTIATING  PROJECTS 

^    Hold  leading  umager/student  conferences  for 
planning  firat  projects 

For  sita^related  projects    develop  learning; 
objectives  from  Laaming  Site  Analysis  Fotwrn 


242 


^1   Negotiate  project  a^  :ivitiea*  resources  and  products/ 
criteria  (including  Basic  Skills  Md,  as  poiisible/ 
aagployer/comEuni^  site  activi^ea) 

Provide  for  apecial  Baiic  Skilla  project  as 
necessary 

fet  target  dates  for  conflating  project  activities  2S§ 


For  site-related  pro jects ,  gain  employer  instructor's 
approval  of  pTOposed  actii^tiea 
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16 


Support  student  use  of  special  placements,  tutors 
mid  Q^mr  typmm  of  reSQurces 

Monxtor  student  progress  and  inititate 
accoimtability  consiliences  as  necessaxy 

Evaluate  pr©  jact  activities  and  prcducts ,  verifying 
ei^loyer  inst^ctor  certificaticr*  of  site  a^itivities 


19 1    Participate  in  critical  thinking  wrap-\^  activities 
Discuss  evaluatiQns  with  studenta  and  record 


IS 


21 


cOTplation  of  projects 
Negotiate  next  projectt 


( 
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P ejects  (Item  1) 


Preparing  for  Projects 


Agree  on  project  purposes, 
reqtiiremenrs 


characteristies  and 


EBCE* s  DAsia  purposes  And  rmquirmmsntB  far  projeats  are  given  5t 

beginning'  of  this  smczion  (see  pmgm  139)  *    Since  projmao  Mrs 
the  priimrg  vehicle  for  combining  iBarning  exp&riBncmB  in  ail  three 
curriculum  componmnts p  you  will  wAnt  cq  rsview  descriptions  of  Life 
Skills  f  Cmi^esr  Developmmnt  ^nd  Bmsic  Skills  whlA  appeAr  in 
"Curriculum  Outcomms  /'  pages  19-33* 


DESIGN  CHARACTERISTICS 


All  projects  should  follow  a  standard  format*  a  sanpla  of  which 
appears  at  ttie  end  of  this  item.     Standardizing  your  format  and 
its  basid  elements  gives  you  a  quality-cQntrol  frMiework  tt^at 
insures  conparability  and  helps  organize  re  cor  keeping.  All 
projeets  should  foeus  on  a  particular  Life  Skills  area  and  have 
the  foli^ing  |OosTOn  desi^  characteristic! 

1.  a  learning  g^agar  rationale  statement  identifying  the 
particular  purposes  of  the  project  in  tertB  of  what  is 
known  afeout  the  student  from  testing/  interviews  and 
observations  (first  page  of  formAt^-smm  page  200) 

2.  a  student  rationale  statement  in  which  the  student 
as^reises  how  he  or  she  ^ees  thm  project  in  terms  of 
Life  Skills  proficiencies  and  Basic  Skills/Career 
Developmqnt  needs  and  interests  (first  pAge  of  format) 

3.  spjo^fied  target  dates  stating  when  the  student  thinks 
individual  activities  the  project  as  a  whole  will 
be  reasonably  conyleted  (s&m  mach  page  of  format) 

4*     clearly  stated  learning  activities  aimed  at  certain 

objectives  j.n  the  Life  Skills  area  finterio^  of  formats 
first  aolfims^smm  page  201) 

5*     suggssted  regourceg^  to  be  used  in  completiiig  the 
activity  (second  coluims  of  format) 

\ 
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6-     negotiated  products  eritj r i a  for  measuring 

performnee  of  activities  Md  use  o£  resources 
(thixd  aolumis  of  forrmt) 

7.  individual  activity  _  e:valj^tions..  written  by  persons 
aoat  qualified  to  judge  student  parformanca  in  eaeii 
activity  f^ottom  of  mmch  interior  pMwm)  . 

8.  a  project  e^rolimtion  stateagnj_  whidi  sissiarizes  the 
le anting  manager's  jud^^nt  of  the  project  as  a  whole 
(first  pBgm  of  fomiAt) 

i*     leajming  manaqer  recoitTOndations  for  further  learning 

^  based  on  evaluatiQn  of  the  project  (fir^t  page  of 
.  formmt) 

10.     an  optional  critical  ^.inking  wrap-up  activity  whi^ 

students  may  choose  to  cosplete  for  all  their  projects., 
tnereby  gaining  credit  for  a  second  critical  toinking 
project  (narimlly  on  a  smpmrmtm  page— see  page  272; 

See  Itera  11,  12,  14,  18  and  19  for  more  detailed  explanation  of 
how  various  design  elements  of  ^e  project  are  negotiated  wito 
s  tudents  * 


TWO    KINDS    OF  PROJECTS 

One  of  two  projects  students  must  completa  in  aadi  Life  Skills  area 
each  yea^  is  predesigned  to  insure  that  all  students  achieve  the 
most  important  objactivts  in  thate"  area,     the  other  is  individually 
nesQ_ti_ated  to  insure  specific  learning  activities  that  are 
corETOnsurate  with  ea^  student's  unique  interests  and  ^ilities- 
Students  generally  conplete  the  predasigned  project  for  m  area 
before  g^tarting  on  an  individually  negotiated  project  in  mnY  given 
Life  Skills  area*     ttis  order  may  be  reversed  ^  however  *  depen^ng 
on  negotiation  between  the  individual  student  mnd  his  or  her 
learning  manager.  \ 

Predasignid  Projects 

In  the  predesi^ed  project^  the  student  is  given  certain  activities 
to  ,do  and  kinds  of  information  to  be  gathered  (see  samples  in 
Appendix  A)*     fhm  studen^is  free  to  negotiate  specific  content-^ 
related  solutions,  products  amd^erformnce  criteria  within  that 
context.     *SiB  predesigned  project  was  developed  for  several  reasons 
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Projecte  (It&m  1) 


!•     to  insure  all  in^rtant  ©bjectives  in  each  liifi  Skills 
area  are  addressed  in  iome  way  by  all  students  / 
partieuiarly  the  appliQation  of  critical  thiiJcing 
skills  whi^  are  necersary  for  all  learning  activitias 

^2.    to  involve  students  inffl^diately,_with  the  learning 
■  ,         ,  potential  of  employ er/coironunity  sites  and  to  encourage 
.cross-^eite  activities  that  increase  the  depth  and 
scope  of  learning  by  challenging  students  to  analyia 
I        and  synthesii^their  obsarvations 

3.  to  cut  down  oh  learning  manager  tinie  spent  sii^ly 
;    *  writing  projects  and  free  them  to  spend  more  tim 

i  '       negotiating  the  individualized  content  of  ea^  project 

4.  to  provide,  nfhtfh  diosen  as  a  first  project  in  a  Life 
Skills  area;  a  more  con^rehensive  assessment  of  what 
stiadenta  know  in  that  area?  ther^y  serving  as  input 
to  svbsequent  indiw dually  negotiated  projects 

Indivl dually  Negotiated  Projects 

For  ipdlvidually  nagotiatad  projects  the  student  is  directly 
inyolvad  in  the  design  of  the  entire  project  from  beginning  to  end* 
Thm  student  is  free  to  plan  activities/ set  perform^ce  criteria 
and  da  fine  a  sheeted  products  through  negotiation  with  a  learning 
manager.    Essentially^  this  kind  of  project  a^ieves  the  Bmsm 
resulta  as  thfe  predesigned  project .    Iha  main  difference  is  that  the 
individually  negotiated  project  allows  students  to  pursue  their 
indi^dual  interests  TOre  thoroughly.     (An  example  of  an  individually 
negotiated  pro ject  appears  at  the  end  of  tliii  iteniO  \ 


ALL  .  PROJECTS    ARE  NEGOTrATED 


Keep  in  mind  that  the.  student  and  learning  manager  negotiate  bo to 
kinds  of  projects  to  make  sura  learning  is  appropriats  for  that 
studant's  needs  and  interests*    For  exM^ie^  While  lAe  wording  of 
predesigned  projects  is  p^esetf?^  th^  are  phrased  in  a  general 
enough  fMhidh  to  en^le  ekoh  student  to  detemi.ne  bothi  the  content 
dS  toe  activities  md  criteria  by  which  the  activities  will  be 
evaluated,  \ 

Bius  a  predesigned  activity  migHt^^k  the  student  to  "select  a 
probiem  of  iriterest  to  you  at  an  ainptoyer  site  o^^  your  choice"  and 
par  form  certain  Life  S.kills  processes  wi^ti\^respe^t  to  that  problem.  ^ 
Ihm  student^  is  free  to  select  toe  problem  ihd.,;sl^e  according  to 
personal  interests  and  toe  career  op'tiontf  he  or  "she  is  examining  at 
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'-.,.jfehat  tiffle.    Ol©  learning  ftanager*  as  part  of  negotiating  with  tte 
studint^  will  agree  or  disagree  with  a  atudent*s  choices.  Together 
thay  arrive  at  specific  eouties  of  action  that  both  raaet  the 
student*!  interest  and  satisfy  the  program's  e^ectationi  for  that 
Life  Skills  area. 

Sij^iarly*  evaluation  of -the  produets  for  a  project  is  baaed  on 
negotiatibn  .of  the  J^vels  of  parformanca  ea^^otad  by  tiie  learning 
nanager  md  student.    For  exaapler  a  partioulaurly  talantad  student 
might  be  as^cted  to  apply  the  scientific  me'ttiodi  (for  a  science 
project)  to  examine  a  conplex  technological  problem  at  an  e^loyer 
site  and  to  describe  his  or "fter  findings  in  a  polished  essay* 
Mother  student,  lass  gifted  in  science  ganarally  and  in  writing 
skills  spacifically  r  jaight  perfom  the  sare  activity  but  limit  its 
maopm  to  a  less  sophisticated  prablem  and  sita»    ISiis  student  might 
sueaiarise  findings  in  a  few  written  paragraphs  to  be  avaluated  . 
simply  for  graumtar  and  punctuation* 

/  ■  ^ 

THE    RELATIONSHIP    BETWEEN    "fflE   TWO    KINDS    OF    PROJECTS  * 

He  originally  designed  tiie  predesigned  project  spacificaily  bm 
preparation  for  the  indi^dually  negotiated  project,    Wa  felt  tha  . 
first  woi^d  introduce  the  student  ganarally  to  the  processes  and 
'  ^pas.  off  infofsiation  particular  to  a  Life  Skills  area.    It  could 
also  give  both  the  student  «id  the  leiirning  mMagar  a  good  indication 
of  how  that,  student  related  to  ea^  area  in  tarns  of  concept , and 
practice.    Ihe  individually  negotiated  project  would  therlifore 
follow  as  a  fine-tuning  of  the  atudent's  initial  ei^eriencei*  By 
individually  negotiating  the  second  project  wa|  could  batter  help  tiie 
student  parceivt  ralationshipa  among  various  Life  Skills  and'  the 
specific  ooeupations  ha  or  she  is  examining*    It  would  also  give 
students  who  may  have  felt  awkward  and  somewhat  arbitral  in  piirsuing 
predesigned  acti^ties  a  ^ance  to  practice  ea^  Life  Skills  in 
realistic  circumstances  and  through  ipecific  activities  that  are 
more  personally  relevMt  to  his  or  her  career/life  goals,  ■ 

We  still  feel  the  logic  of  tois  relationship  to  be  reMonable  but  we 
do  not  require  that  the  predesigned  be  dona  before  the  individually 
negotiated  project.    Practice  shows  ^lat  students,  are  able*  to 
negotiate  enough  of  the  detoiis  of  tl^  predesigned  project  to  fine- 
tuna  it  squally  as  well  a3  the  individually  negotiated  one  *  Moreover 
soiM  students  ara  excited  by  the  ch^llang^of  writing  their  own 
project  twhich  is.  part  of  .the  required  firpt  critical  thinking 
pro j#ctt  and  wish  to  follow  tiirough  immediately  on  what  they  have 
designed.    To  make  them  first  complete  n  predesigned  project  in  an 
area  for  whidi  ttiey  have  already  written  a  tentative  design  for  an 
individually  negotiated  project  seeM  counter  to  what  IBCT  is  all 
|b©uE- 
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Projects  (Itmrn  1) 


CROSS-REFEmNCES 


Appmndix  A  of  this  hmndtaok  is  the  mst  importMnt  rmfmrencm  for 
the  working  ImAxning  mAnrngmr .     This  Appmndi^  contAins  individu&l 
Immrning  objmaHvms  for  of  the  fivm  Life  Skills  mreas  address&d 

by  projeatB.    Following  baOi  set  of  objmc^v&s  we  give  a  brief 
smamry  of  EBCE's  Mppromah  to  the  Life  Skills  arm&  mnd  displmy  t^e 
predesigned  projeat  for  thmt  ^em. 


To  further  understand^  the  general  design  of  prajmats,  see  Item  8, 
pmgms  227-232  for  an  armotmted  format  and  a  four-page  Projmat 
Writing  Gmde*    Thmsm  are  given  to  students  during  orientation  to 
help  them  in  planning  meir  mn  project. 


^ou  mag  also  find  thm  Giude lines  for  Projeat  Design,  giimn  in  Itmm  9, 
a  useful  swmnary  of  points  the  Imrning  imnager  should  keep  in 
mind  while  negotiating  each  project—see  page  234. 


2 'J  7 


199 


LIFE  Skills  AREAi    Pepsonil/SQcial  Developnient 


STUDENT  NAHE 


Steve  Nelson 


EMPLOYER  INSTRUCTOR 


pave  ftoqers 


LEARNING  MANAGER  RATIONALE/ASSESS«NT h 


PROJECT  TITLE 
EHPIOYER  SITE 


LgbMng  at  Educational  AJternatlves 
 Adffilrjl  Hdljey  High  School 


Steve's  conGsrh  fot  th^  tight  ©f  em£^  individti^l  to  t/ie  bsst  psgsitlm  typ^  of 
^ducMtien^l  and  personal  grqwth  expsritncs  has  iQd  him  to  ^  sp^uial  plMc^msnc  at 
Admiral  Ha  Hey  High  School.    A  mjoF  pact  of  this  will  bo  Stt've'j  opportunity 
to  fiartiaJpat^  in  a  fflu^inai  ^nvironmqtf  to  witness  the  mstging  of  QduaatiBn  ^nd 
mumic  in  a  publis  high  sohooj  Met  ting  and  to  exploro  the  dynamiLs  of  s  multi- 
athnic/eul  titral  oxpeti^nom  in  a  dsMegteij^ted  s^^ting. 


STUDENT  RATIONALE  I 


^Ljmfl^  to  investigate  ^e  typy  yf  si^iiooling  and  Mttmsph^r^  otfortjd  Adndrai 
HalMey  High  sah^l  and  to  pursue  my  interest  in  musis^ 


STARTING  DATE 

TARGET  DATE 

DATE  RECEIVED 

ERS  CERTIFICATION 

CRITICAL  THINKING 
WRAP-UP  COHPLETE 


COMPLETION  DATE 


PROJECT  EVALUATION: 


RECOMMENDATIONS: 


ERIC 


ACTIVin  1 
WTI 


Steve  will'  mxploge  MUIS  dis  a  noncrd^icioftdl 

A.     Bri^liy  res^Arch  the  hiycory  uf  AdBir^iL 

fi.     Understand  tbm  currant  k^tdk^l  of  sight 
sehoolB  within  a  schi^J  , 


C<     CaiiSiU^'E  ttie  question  of  huw  yn^ 
toache''^   (learns)  valut^s^ 


\ 


\ 


Mv  Jize  the  "fiiUi  ri- rscia L  settiny  ts  tiompdre 
Ui  <ic-xa  and  whit^^ 


RESOURCES 


I 


Halaey  reMsufc^  people  pait  and 
preMent 

Hiiitoriesl  doeuuienty 

Hsly#y  Communications  Lab 

Vaiugs  and  Tea^lngf  Pa£^j_  gnd  _II 

Crii>i^  in  the  Clagirt^m 

llalsey  Porecayt  Booklet 
I. 

^  HaUyy  HiqU  §^dent§/stdtf 


chlTE 


PRODUCTS/CRITERIA 
t/fiies^  uC^#n/ist#  speeiiisd,  productM  and 
fftittitij  Will  by  nuyoiiAtud  with  fjout  LM-' 


A,  i         Oral  axpl«\nation  to  learning  inAnay^f 


tape  of  description  of  the  prinoiples 
behind  ilalgey,  both  payt  and  prcyent 

Efi^Jloyer  inytcu€tor's  certifioation  thae 
thiy  has  bgen  adequately  diBcussod 


EI  Cdrtific^^ion 

D.     Notes  or  written  impreiMianf  of  ciaB^ 
ob^srvationg  Co  bo  read#  diicu^^ed  and 
certified  by  El 


EI  C^rtiiicstiBii 


ti«    Audio  tape  re^rdings  of  interviews 
I  ^  ~ 

Development  of  survey  of  qi^^tions 
regarding  racial  relations  of ton  aik^d 
by  blaoks  and  whLtes 


ACTIVITY  2 

RESOyWES 

PRODUCTS/CRrTFRfA 

DATE 

Unl&ss  otherwise  spo^iiisd^  ptmusts  snd 

eitit&ria  will  be  n^^oti^tsd  with  your  LM 

Stev£           rfwjiii rfl  Halssy  and  Eb^e  ^»  vl&^le 

institykions.    Consider  what  are  thm  differeneea 

in  s^ool  popul^Ciotit  both  student  and  atafi. 

Could  they  easily  ehanga  leading  tnvirdruMnti? 

A.     Attespt  to  identify  the  strengfclis  and 
weaiinassei  of  ^ach  systga. 

H^isey  and  GQCEi 
anvirdniaent 

A,    Written  list  of  iicrgnyt^jg  ^nd  weaknesses  ' 
of  each  lyitya 

Whdt  sight        the  pros  and  ebns  of 
Halssy  for  Stevps? 

itudents 
itaff 
Gail  Hutphy 

OiseusiiQii  with  &ithejr  en^loV^r  ihstruqtor 
or  learning  siinager 

! 

\ 

— 


ACTIVITY  3 
DATE 


Racial  barrifirsi     levii  hurdle  or  hi^h  w#ll? 

A.    Halsay  as  an  intgr-rddi#l  sxparien^s 1 
Us%s  it  hs'lp  br#ak  down  rJ^'idl  barri^r^? 

If    hOi  tVXi'i 


Idtjntity  the  ty^Jg^  Of  tauiaWy  relatud 
l^roiblefii^. 


RESOURCES 


Li  tyracure i    bQuia  of  B Idek  Fu Ik 


Haiff  do  youw  St#ve,  £<^m1  beiiiy  a  minQri  ty 
fuf       '  Ciryt  cimy  in  a  classroum  gituation 
or  in  thi^  ^nvironmant  in  yt*neral? 


1).     whuc  kinds  ol  aQtion^^^p^r^onal;  sQ4iai» 
poli tieai arti^tie^^eiin  h^lP  diMsolvt?^ 
radial  barriyrsV 


rVALUATlON 


er|c  / 


PRObuCTS/CRITEftIA 
arituiia  will  bu  ntfjotJ*Jt4jii  i^ith  [itjui  LM 


El  guitifiw^atiOii  that  Lfii^  ha^  btiyii 


AT  C'#r  t i  f  i  ca  t i  on 

^Q-pag€  writt^ti  gtat^in^nt  baMud  on  t\m 
Wt3tik'^  €xp€fieiiue  to  be  fsad  and  cr^ztifigd 
by  both  employer  instructor  arid  learniny 
inan^y^r 


FT  Curtif i^^tiOn 


LM  Certi  Cic^tioti 


J.jsq  ot  aptivitiyi^,  obburyatione  ^iitri 
f-expGritsifuy^  via  a  j^urn>il 
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ACTlViVt  4 
DATE  


RESOURCfl 


In  titdt  both  Seeve  and  his  ep^loyei-  in^fcraccof 

.Bi^iciani«  yiey  will  fio^efchsr  asqpLore 
Che  foiic»4ngi 

A.    Gpporcynitiss  far  artistie  qies^th  in 
Foreland 

1^    FosglbillEisi  of  ■utually  beneficial  juin 
sessions 

C.    Confliets  in  being  d  Kunidian^^^racial « 
social,  arcisfeief  pefS£inal«  fasily 

Difficulties  in  b^ing  an  aftise  ytt  earning 
a  living  by  ochef  Means  ' 


Ei^ioyer  instrU€tcsr 
Gary  Bryoe 


EVALUATION 


ERIC 


2  ^  {)  ^ 


PROaiCTS/CRITERIA 

UnissM  QUi^iViMn  spucifi&dt  piQducts  ^md 
criteria  will  bu  n^goti^t^d  with  youf  LM 


ieision  iiri  ■usieal  eKpressian  with  other 
Busicians  in  the  Halsey  ooBaunity 


\  Projeats  (Item  2) 


Dasignate  staff  roles  in  developing  and  monitoring 
projacts 


LEARNING  MANAGER 


The  laaming  managar  (LM)  hai  primary  responsibility  f©j^  developing 
and 'monitoring  student  projects  and  for  integrating  them  into 
each  student 'i  total  learnihg  plan*    IM  tasks  are  discussed 
^^roughout  this  section  and  are  stmmaiiged  on  the  following  paga. 


LEARNING    RESOURCE  SPECIALIST 


tte  learning  resoi^ce  specialist  (LES)  is  responsible  for  assisting 
students  in  identifying  and  locating  resources  neceisary  for  all 
learning  strategies r  including  projects.    He  or  she  my  interact 
with  the  learning  manager  and  otiier  cbntmunlty  resource  people  in 
the  course  of  g^ning  a  better  idea  of  tiie  student's  needs  and 
pinning  down  how  and  where  the  f tudent  can  find  the  materials  ^at 
will  meet  those  needs.    EBffi  stresses ,  however,  that  students 
should,  learn  hdw  to  identify,  locate  ^d  "mm  their  own  resources. 
•Die  hm  is  there  to.  support  th^  as  they  learn  how  to  do  tois. 
Major  types  of  resources  are  explained  in  Item  16  (page  258)  , 
^ose  in,  which  the         most  often  supports  students  include 

1.    making  use  of  programmed  learning  matarials 

2*    contacting  and  working  with  tutors 

3.     locating^  and 'attending  classes 

4*    m^ing  indepth  use  of  comntmity  resource  people  and 
sites 

'  ■  '      '■■  .  ■  ■ 

EMPLOYER    RELATIONS  SPECIALIST 

ThB  en^loyer  rela^ons  specialist  (IBS)  is  thm  liaison  bptoeen  staff 
'   at  the  leading  center  and  ei^loyer  instruotow  and  sites  in  the 
=    community.    It  is  the  EHS's  responsibility  to  assist  students  in 
selecting  and  making  use  of  sites  as  part  of  toeir  career 
es^loration  and  leaCTiing  level  strategies  and  to  facilitate  student 
project  activities  that  may  be  written  for  coBmwnity  sites. 
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CVRRICUWM  S  imTRUCTlON  i 


.      THE    LEARNING    MANAGER'S    ROLE    IN  PROJECTS 

1«    Kaep  in  tcst^^  wiyi  ei^^ativa  aisessmnt  data  on  ma^A  itudant. 
Bmwmmid  additiOTal  testing  aa  neceiSMy  (aspiGially  in  laaie 
Skill*)  and  f omul  at  a  and  rtfWe  yow^  p^^^onal  and  profaisional 
judgMnts  ragar^nf  studant  behavier  and  performnt^. 

2,     pisduMM  op#nly  and  hen^tly  witii  sti^dan^  any  parBonal 

obsar^a^ions  and  available  assaiimant  data  that  mi^t  help  them 
tnida^tmnd  thmf^iQlvmrn  md  thair  i^^tfien^s, 

3*    Aasist  atud«ii*i  ih  da\^l©pinf  Laainin^  Style  Salf-Assessment 
profiles  fD^  nmm  in  getting  lamming  goals  and  planning 
agtiviti^s  PuitaSl^  to  their  abilities  #  inter^ts  and  naac^. 

i.    MiSt  with  students  durinf  Qyientation  weak  to  haJp  ^sm  with 
their  first  projects* 

Sp    Nef^tiata  and  write  individualized  project  dasigns  for  ea^ii 
student,  eneouraging  tham  whenever  possibla  to  take  the  lead 
in  writing  thTeir  wn. 

6.     Develop  learning  objectives  from  Learning  Site  Analysis  ForaiS 
to  use  in  designing  projects  for  a^lgyer  sites  * 

1^    Meet  regularly  witii  students  to  discuss  project  progress  ^ 
target  dataa  md  other  projact^related  issues* 

8*    Interact  with  staff  (especially  employer  relations  specialists^ 
and  other  prograsi^ralatad  adults  bb  necessary  to  facilitate 
student  work  in  projeote  and  other  learning  activities, 

9*    Veri%  e^loyar  inftructor  avaluations  of  onsite  project 
activitias* 

10.  Certify  project  cOTplation,  write  final  avaluations #  antar 
certifications  into  program  records. 

11*  Meet  with  students  choosing  to  do  critioal  thinking  wrap-up 
activitias  for  their  projects .    Help  tham  integrate  toair 
axpariances  with  caraar/lifa  perspectives  and  goals* 

'12.  Frovida  both  in^vidual  conferences  and  written  reports  for 
.    parents*    aicouMga  parents  to  be  involved  wiUi  their  children's 
laarning  e^^ariences*  ^ 

13*  Meet  with  other  staff  to  inplamint  lecomtability  staidar^  and 
consequences  if  necessary* 


See  mlmp  Itmm  9  for  guidelines  for  negatimting  projmcts  %/ith 
individual  Btudmnts  ^  . 


Projects  (Itm  2) 


*aie  EBB  is  also  instrumantftl  in  helping  employer  instructors 
complete  the  Learning  Site , Analysis  Form  that  learning  managers 
use  for  tailoring  projects  t.i  individual  employer  sites. 

The  ERS  and  LM  meet  frequently  to  sx^Mge  observations  about 
student  perfonaanoe  and  to  discuss  how  individual  students'  Career 
Development  and  project  activities  might  be  better  integrated. 


 —   CWSS-REFERENCES  ■  ^  ^  

"Pmrsoimel,"  Mmnmwmmmnt  s  Orgamzmt^on,  pagms  50^57^  pravidms 
dmtailmd  zolm  dmBaiptiom  of  all  EBCE'  stmff  mea^mrs. 

The  role  and  dutims  of  thm  Imarning  rmsourcm  specialist  Also 
rmamivm  attmntlon  latsr  in  this  h&n^ook^  in  "Lmmrnlng  Rmsaurams  /* 
page&  484^485^ 

The  mmployer'  rmlatiom  spmaialiBt  plays  a  major  rolm  in  implemmntlng 
aarmmr  &xplqrmtionB ^  learning  Imvels  and  skill  building  ImvmlB^^  ' 
see  pages  126  and  296  ^  xespeativmly  * 
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CURRICULUM  &  INSTRUCTION 


Agree  on  student  rights  and  responsibilitias 


STUDENT  RIGHTS 


project  is  a  t©ol  for  ttie  student's  benefit.     It  should  help 
each  student  organize  learning  experiences  to  achieve  career/life 
goals  he  or  she  has  thought  about,  discussed  wi-to  the  learning 
manager,  peers,  parents  and  otiier  adults  and  agreed  on  as 
appropriate-     its  design  shoiU^d  therefore  be  fle^cible  enough  to 
allow  for  the ,  refinement  of  student  self^awareness  and  any  Ganges 
in  both  iaiMdiat^  and  long  rwge  goals  toat  might  result. 

It  is  possible  tiiat  a  student  will  work  halfway  throu0i  a  project 
and  decide  on  the  basis  of  es^eriences  bo  to  with  the  project  and 
at  employer  sites  to  rascally  alter  career/life  goals*    This  in 
turn  might  necessitate  adjusting  the  kinds  of  skills  the  student 
has  decided  to  acquire"and  therefore  Ganges  in  project  design* 
Usually  this  means  the  student. will  finish  the  project  in  basically: 
its  original  form  .with  pertiaps  some  changtis  in  the  produci^v^/criteria. 
Subsequent  projects  would  then  be  designed  to  better  mat  A  the 
student's  new  goals*    What  is  important  here  to  reTOStoer,  however, 
is  tiiat  the  student  has  the  right  to  reassess  goals  and  decide  on 
different  skills  to  be  learned i  tije  learning  manager  c^not  honestly 
demand  that  the  student  continue  with  a  learning  plan  that  is  no 
longer  appropriate. 


STUDENT  RESPONSIBILITIES 


Just  as  it  is  the  studant's  right  to  dhange  interests  and  goals  on 
the  basis  of  experiences  it  is  also  the  student's  responsibility 
to  honestly  criticize  personal  decisions,  reflecting  on  them  to 
make  sure  that  lemming  goals  are  not  changed  simply  because  a 
particular  activity  or  es^erience  is  too  ^fficult  qj  threatening. 
Ihis  is  where  the  EECl  negotiation  processes  become  very  in^ortant. 
Learning  managers  and  students  sometimes  have  long  and  involved 
conversations  regarding  student  decisions  to  Aange  paths* 

A  student  toerefore  cannot  simply  decide  the  work  is  too  hard  and 
come  back  and  redesign  project  activities*    He  or  she  must  sit 
down  and  quite  literally  renegotiate  the  activities  with  the 
leamlhg  mmager*    tte  learning  manager  will  demand  that  the  student 
be  able  to  articulate  reasons  and  discuss  the  consequences  of  mny 
Ganges  in  project  design  in  terro  of  life/career  goals* 


Projects  (Item  3} 


STUDENT  ACCOUNTABILm 


student  aecountability  standards  for  projacta  are  basiGally  the 
same  as. for  all  prograsi  aetivities  and  are  outlined  in  the  Student 
Accountability  Syiteia  given  to  itudents  as  part  of  the  Student 
Han^ook,     Critical  accotintability  elements  for  project  work 
include 

1*     settrng  and  either  nteeting  or  renegotiating  target 
dates 

2.  taking  toe  lead  in  initiating  and  conpleting  project 
designs 

3.  maintaining  wh^mTOr  eB^loyer/coBmmity  site  contacts 
are  neceasary  for  cbmpletion  of  project  activities 

4.  keeping  appointTOnta^  and  generally  naintainin^ 
appropriate  bahayior  both  at  the  learning  center  and 
in  the  consiunity 


^r.   -    -  ■  CROSS-REFERENCES  ^— ------  -  ^  - 

Stud&Rt  Aamuntahllity  is  dlJcuMed  in  ItmmM  i/  7  and  8  of 
"Lemrning  Plmn  tfrngotiA^on/*  pagmB  ll-^Bl. 

Thm  Studmnt  AaaoimtMbiliig  Systmm  is  diMplaymd  on  page  78*  / 

Aacoimt Ability  is  also  disaussmd  in  "Guidmae/'  Studmnt  Smrvices  r 
Item  6. 

The  Student  ffandbooic  givmn  MtudmntM  during  orientation  is  di&plAymd 
in  Appendix  A  of  Studmnt  Sex^iams. 

-    ,    -    ■  v 

\ 

Tinm  m^mgmmmnt  mnd  tm&k  plAnning,  impartmnt  mspeotM  of 
aacountmbility ,  r&omive  attention  in  "Learning  Plan  Negotiation/* 
pages  81^91*    Sem  also  Itmm  14,  pagm  256,  of  this  seotion^ 


CUmiCULUM  S  INSmUCTIOti 


Agree  on  ways  students  can  use  eii^loyer/corrrounity  ites 
for  projects 


The  mjor  ways  studmnts  umb  sites  ii^  thm  aommimlty  arm  desarlbmd 
detail  in  smp&MtB  smatlms  of  this  han^oak.    For  use  of  the 
projeat  in  cmremr  mxplotatiorm  And  in  Imarning  mid/or  skill 
building  levels,  smm  "Crosm-Refmrencms"  bmlw.    Follwing  are 
brief  remarkm  About  mach  levml  and  a  diBamsian  of  speqial  ' 
plaaements  at  sites  for  striatly  project  parpasms-. 

The  project  is  toe  major  techniqx^  for  organising  mm  of  the  local 
community  and  for  helping  students  synthesis  their  site 
expariances  wito  other  learning  activitiaa*    tta  ways  in  which 
students  combina  project  work  witt  site  Experiences  ara  almost 
limtless  and  range  from  use  of  ^several  sites  for  a  single  project 
or  activity  to  use  of  a  single  site  for  savaral  projects. 


SITE  USES 


Students  usa  career  affilorations  and  laaming  levels  for  project 
work,    Bacausa  of  their  shortar  langtoj  several  ai^lorations  are 
often  laed  for  a  single  project  activity — for  escMiple^  a  cross- 
site  cOTiparison  of  management  structures ,  pi^lio  relations  or 
work/sex  stereotyping*    Learning  levels ^  however,  are  toe  most 
fraqtjant  setting  for  entire  projects.    Students  may  spend  from 
three  weeks  to  several  Mntos  on  a  singly  learning  level  site.  To 
insure  their  es^erianoes  are  educationally  productive  we  require 
they  negotiate  site-specific  project  activities  toat  t^e  maximum 
advantage  of  the  resources  and  experiences  at  toat  site. 

Skill  building  levels  happen  less  frequently  and#  because  of  toair  ^ 
narrow  focus  on  toe  learning  of  specific  job  ski  lis  #  we  ask  students 
to  have  already  completed  most  of  their  reqiu^red  progrw  work 
(including  projects)  before  toay  start  a  skill  building  level* 
Because  these  levels  are  often  in  the  form  of  classes  offered  at 
en^loyer  sites  and  require  considerable  time  from  the^  student  we 
usually  ask  that  the  student  stoedule  toem  after  school  hours  if 
possible.    Each  skill  building  level  is  handled  as  a  separata  case 
with  project  activities  negotiated  only  if  the  student  needs  mora 
projects  to  complete  progran  work  or  if  project  activities  would  be 
trtily  useful  to  the  student's  learning  expwiancei  on  that  level*. 


ProjBats  (item  4) 


SPECIAL^  PLACEMENTS 


Special  plaGements  are  our  way  of  formlizing  j^t  about  anything 
a  student  might  do  for  learning  purposes  at  sites  in  the  eonmunity 
toat  oannot  be  organiMd  in  tema  of  oareer  explorations,  laaraing 
levels  or  skill  building  levels.     Students  use  special  plaGements 
for  project  activities  requiring  particular  reso^ces  available 
at  a  given  site*     ttese  activities  My  take  several  tommi 

short-tem#  intensive  stuc^  in  a  special  interest 
araa~for  mHBmglm,  spending  a  day  at  an  art  museum 
studying  the  evolution  af  water  colors  and  talking 
with  ^e  cmrator 

use  of  special  equipment  or^^terials-^for  example, 
a  studant  may  need  to  work  wito  special  testing 
equipment  for  a  project  on  the  teAnolo^  of  rock 
somd 

intaraction.  with  specific  resoiirae  people^-'for  example ,  ? 
a  student  may  spend  an  afternoon  tilking  with  a 
cowiselor  at  tte  mental  hospital  ^out  treatoeht  for 
drug  abuse 

gaining  special  sMlls— for  escanple,  spending  two  days 
at  an  engineering  firm  learning  rudimentary 
architectural  drawing  to  do  a  project  on  school 
environments 

Special  placements         by  definition  short-term,    mien  they  berome 
longer  than  a  couple  of  days,  staff  treat  them  as  learning  levels 
and  negotiate  projects  and  other  activities  accordingly,  Othe^lse 
they  are  L^ed  for  gathering  inf OTOation  or  cospleting  certain 
aspects  of  a  single  project* 

Special  placeaaant  sites  say  or  may  not  be  part  of  the  foi-mal  1B(^ 
employer  network.    We  tiy,  as  mudi  as  possible,  to  at  leMt  have 
a  Latter  of  Intent  si^ed  for  eadi  special  placemant  site  t© 
protect  site  personnel  and  the  program  in  case  of  any  insurance 
probleM  •    Oiis  is  pwticularly  li^rtMt  for  situations  where 
students  work  witt  eqid^ent  on  a  site*    For  many  placements  (such 
as  talking  with  a  counselor  or  local  artist)  the  stu^nt  or  a  staff 
meateer  will  sijaply  gontact  the  conmiuni^  person  and  make  an 
appointrorit  for  the  student  to  stop  by  and  taUc,     In  tiiese  cases 
tiie  forMlity  of  a  Latter  of  intent  is  not  necessa^* 

See  also  Item  16  for  additional  remarks  about  ^ing  special 
placamonts  as  a  project  resource* 
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cumiajwM  s  instruction 

 CROSS^REFEMNCES  

For  pro  jBatm  and  amremr  m^iplormtlonB ,  see  p&g&  155. 

For  projeca  in  relm^on  to  learning  and/or  B kill  building  levels^ 
BS&  page  391, 

For  mxplAh&tion  of  tte  Letter  of  Int&ntf  see  "Bminmss  MmnAgementf" 
Managmmmnt  s  Or^mnizMtion^  P&ge  .113. 


* 

\ 


/ 


\ 
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Projects   fitem  5) 


Complete  Learning  Site  Analysis  Forws  for  use  in 
designing  site^relatad  projects 


To  identify  laaming  opportmiitias  at  each  site  in  the  employar 
ha^ork  EBffi  staff  umm  a  device  called  the  Learning  Site  toalysis 
Worm  (UAF)  ,     The  LSAF  is  con^leted  by  the  employer  instructor^ 
with  the  help  of  an  IBCS  eaplbyer  relations  specialist.    It  is 
filed  at  the  learning  center  for  use  by  students  and  sttff  *  Th.^ 
first  portion  is  completad  early  in  the  year  whenavar  possible  and 
includes  specification  of. 

1.  working  conditions  and  site  raqm:ramants  the  student 
may  naed  to  know  before  going  out^  to  thm  site 

2.  available  site^related  literati^e  the  student  may  use 

3.  potential  Life  Skills  situations  toat  could  be  built 
into  the  design  of  proj^iits 

is  information  can  be  used  for  designing  any  project  activity 
for  whi^  the  student  nseds  to  utiliia^  site  resources*    Ihe  second 
portion  ©f  the  LS^tF  deals  more  directly  with  spacific  job  t4Sks 
and  related  Basic  Skills  activities  a  student  can  practice  aiid 
the  tools  and  equipment  that  can  be  used  if  he  or  she  looses  ,  the 
site  for  a  learning  level Wis  infoCTiation  is  generally  used  for 
designing  en^re  projects  to  be  co  nip  la  ted  at  a  specific  learning 
level  site*     It  therefore  must  be  gathered  at  least  by  th6  time 
a  site  is  chosen  by  a  student  for  a  learning  level- 


LSAFs    AND   PROJECT  DESIGN 


^^en  a  student  diooses  a  site  for  a  laaraing  level  the  EM  contacts 
the  11/  finishes  the  Learning  Site  Analysis  Form  and  passes  it  to 
the  learning  aitoager  for  writing  laajming  objea^ves  tiiat  describe 
tiie  many  distinct  aa-y-vities  a  student  might  do  for  laaitiing 
purposes  while  at  the  site*    Essentially  these  are  clearly  written 
statements  of  the  various  tasks  tiie  employer  instructor  thinks  can 
be  practieed  by  the  studant  on  the  site.    Ae  ^jectivas  are 
phrased  in  such  a  way  tiiat  a  student  can  handle  thaia  as  discrete 
tasks  that  can  be  moniterad  and  avaluatad  clearly*    ttase  objectives  ^ 
which  may  number  as  many  as  a  hmidrad  !"i^nl«tasks"  for  soma  aites> 
ary  than  passed  bade  to  the  employar  instructor  fpr  prioritigihg . 
ftis  result  in  a  seqiianee  of  goals  tiiat  could  be  writtan  into  a 
project  for  the  studant,    Wie  prioritising  process  also  helps  both 
the  EX  and  the  EHS  gain  a  better  grasp  of  what  laaming  the  student 
might  pursue  at  the  iita. 


21 J 


CURRICULUM  S  INSTRUCTION 


— —  ^  .  amSS^REFERENCSS  -  -  ^   

itmm  10  of  this  section  explains  how  tfte  Imarning  mnagar  d&vmlops 
l&mrnlng  objeatlvms  from  an  LSAF—see  pagr©  236  ^ 

An  mxplMA-^m  of  ZSAF  procmdurms  Mppmrnx's  in  "Learning'  Plmn 
Nrngotimtion,"  pagms  72^76,    Disamsion  of  ths  ^AF  Mid  lemrning 
levels  MppmUM  in  "L&arning  &  Skill  Building  levels/"  pagm  300. 

A  smmplm  LSAF^  togmtfyBr  with  lamrning  objmctivmB  and  tm  projmat 
rmlatrnd  to  itr  mp^mr  in  Appmndix  C  of  this  handbook. 

A  dmtailmd  walk^ through  of  a  simulatmd  LBAF  intmrvxm^  bet^Bmn 
an  employSr  rmlmtions  specialist  and  employer  instructor  ap^ars 
in  Appmndix  M  of  Employ er/Conmiuni^  Rmsourams. 
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USE,  OF    LIARNING    SITE    ANALYSIS  FORM 
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I*M  and  student  negotiate  project  actlvitiei 
based  on  learning  objectives 
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Projmats  (itmrn  6) 


Establish  raeor&eeping  and  infomation-sharing  procedures 


RECORDKEEPING 


Projaet  recoraceeping  is  closely  related  to  record  for  developing 
the  student's  entire  learning  plan.     Key  items  that  must  be 
recorded  for  implementing  student  projects  include  « 

1-     ciaaulatiTO  assessment  data 

2*    project  titles  Md  tA^^et  dates 

3.     learning  manager  no\;;Ms/cosoients  derived  from  individual 
conferences  wito  s^mcants 

4*    coimnents  ma^  by  4  ployer  instructors  Md  comaunity 
resource  pa^le  regarding  student  performmce 

5.    specific  fee^aek  regarding  student  abilities-^^through 
project  evaluations  #  Student  Performnce  Heviews  (of 
learning  level  site  activi ties )  and  observation  by 
otha^  staff  j' 

6*     learning  manager  verification  of  project  completion 

7.     completion  of  critical  thinking  wrap-ups 

On  occasion  the  Skill  DevalopMnt  sheet  on  whidi  the  empJoyer 
instructor  certifies  the  student  has  successfully  practiced 
specific  job  tasks  may  also  be  i^ed  by  ttie  learaing  manager  to 
get  an  idea  of  what  the  student  is  learning  at  a  site  that  can  be 
related  to  project  work. 

lha  leaTOing  meager  entera  sunnm^  evaluation  cootm^^  for  each 
project  and  for  the  project  as  a  whole  on  tiie  Proj act  Evaluation 
form  (saa  sample,  page  267)  *    l^is  form  is  filed  witii  the  wmpleted 
project  in  the  program's  records  Mid  Is  drawn  from  when  compiling 
reports  to  parents  arid  the  Pacord  of/  Student  Performance  whidi  is 
mmd  for  credentialing  purposes  ^ 

Thm  Life  Skills  Project  Record  is  a  £©m  kept  in  the  Itester  Record 
and  usad  for  recordU^ng  the  title  and  beginning/completion  dates 
for  each  project.    Biis  serves  staff  as  a  quick  reference  to  see 
hmr  many  projects  each  student  has  completed. 
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CURRICULUM  S  INSTRUCTION 


Copies  of  each  pro  1  art  should  be  kept  by  the  learning  manager  and 
filed  in  the  student's  individual  record  book.     Ihe  leaming  manager 
can  file  projects  by  student  name  but  should  also  list  target 
dates  in  sots  sort  of  |Lnde3c  card  or  calendar  system  for  knowing 
whan  individual  projects  are  due* 


SHARING  INFORMATION 


As  Students  advance  til  rough  tiie  program  yaarr  the  numbers  and 
types  of  projects  going  on  at  one  time  increases  ronsiderably. 
Students  may  ba  woAing  on  many  project  activities  simultaneously ? 
spreading  activities  across  one  or  more  e^loyer/cosffliimity  sites 
Mid  pursuing  variov^  resources  whi^  mi^t  involve  scheduling 
classaar  tutors f  special  placamenta  Md  so  forth-    All  of  this  is 
coordinated  through  the  specific  project  desi^s  students  have 
negotiated  with  their  learning  MnageM .     In  addition  to  the  fomal 
recordkeeping  pifocesses  noted  above  ^  it  is  critical  that  toere  be 
otter  mams  whereby  students  and  staff  can  aKchange  infomation 
and  share  feedback  freely « 

Students  and  Learning  Managers 

Student/learTiing  manager  infomation  sharing  goes  on  continuously 
in  formal  and  informal  ways.    Formally  *  the  learning  mmager 
sAediy.as  regular  meetings  wito  eadi  student  to  discuss  progress 
in  project  activities,  share  evaluation  fee^ack,  negotiate  new 
projects ,  disctass  journal  entries  and  keep  in  touch  generally  with 
what  the  student  is  doing*    learning  m^agers  can  schedule  these 
meetings  according  to  their  own  personal  s^le  and  preferences. 
For  ins  tan     ,  one  person  may  prefer  to  have  a  half  ^  day  ea^  week  for 
"journal  raps/'  another  day  for  "project  nefotia^on  and  rapping/* 
another  for  "project  writing  and  ffiiscellaneous  conversation,"  As 
need  bSf  a  special  conference  can  ha  scheduled  for  a  student  having 
obvious  difficulties  wit^i  some  aspect  of  a  project* 

On  an  informal  basis ,  learning  managers  catch  students  as  they  pass 
by  to  ask  them  critical  questions  about  a  product  or  give  them  a 
newly  drafted  project  design  to  look  over*    tte  learning  center *s 
physical  design  should  permit  many  kinds  of  informal  and  casual 
eKdianges  among  all  staff  and  students. 

Students  and  Other  Staff    ;  ; 

student/staff  information  sharing  with  employer  relations 
specialists  and  leaming  resource  specialists  goes  on  in  a  similar 
though  less  scheduled  fashion*    Thm  learning  manager  has  priiMry 
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2^3 


Projects  (itBm 


responsibility  for  thm  development  of  ea A  student'^  learning  plan 
and  tharefore  will  have  more  consistent  needs  for  getting  togather 
with  students.    Other  staff  schedule  meetings  as  the  need  arises 
with  respect  to  otter  learning  strategies  and  student  perfomajice 
in  general . 

A  status  board  centrally  ^^located  for  easy  msibility  helps  students 
and  staff  alike  keep  up  with  individual  student  progress  in  various 
learning  strategies.     It  consists  of  a  bulletin  board  mounted  in  the 
,  learning  center  *s  conference  room  on  wtiioh  are  placed  3x5  cards 
with  each  student's  name  displayed  with  a  listing  of  current 
project,  target  dates  and  Life  Skills  areas*    In  ad^tion,  thm 
board  displays  at  whi^  sites  the  student  is  eitoer  es^loring  or 
on  a  leaCTiing  level  and  his  or  her  progress  in  tiie  coa^stencies. 
^e  board  serves  as  a  general  reference  to  all  staff  and  pro^des  a 
handy  visual  supplement  to.  any  meetings  that  might  be  held  regarding 
student  learning  activities. 

Staff  Meitlngs 

Zone  progress  meetinga  and  gone  debrief lngs_  held  regularly  are 
another  means  of  ex^anging  infOCTiation  about  student  progress.  In 
these  meetings ,  staff  ^sci^s  particular  probless  that  may  arise 
regarding  each  student's  learning  and  affective  growth,  While 
"detailed  conversation  about  specific  projects  does  not  dually 
occur  during  these  times  ^  individual  staff  makers  do  have  a 
chance  to  pick  up  clues  about  individual  behavion  that  may  relate 
to  a  student's  progress  en  a  given  learning  activity,    ttus  by 
pooling  their  most  current  inforaation  about  students  the  staff 
CM  keep  in  touA  wito  easily  overlooked  Ganges  that  may  affect 
students  botii  individually  Bnd  as  a  groi^. 

La  aiming  managers  and  employer  re_lation^  specialista  will  feel 
the  most  need  for  conferring  ^out  specific  student  learning 
activities.    Aey  should  have  frequent  meetings  to  discuss  thm 
current  status  of  ea^  student's  projects  and  uy  related  problensS 
or  issues ,    /Qirough  ^ese  meetings  thm  LH  can  keep  up  to  date  on 
each  student's  employer  site  experiences  and  monitor  possjisle 
prd^lems  students  may  have  on  their  le^nin^  level  projects, 
/  Similarly  f  the  l^s  can  become  familiar  wi^  the  nuances  of  tiie 
projects  writte.^  by  the  learning  mmagers  for  ea^  student's 
learning  level «    fiiey  may  then  imswer  any  questions  employer 
instructors  might  have  about  project^related  acti^ties*  Birough 
these  meetings,  the  Em*m  role  as  a  liaison  be^een  the  leaning 
manager  wd  ^e  employer  instructor  can  be  streng^ened  and  learning 
site  experiences  can  be  mre  closely  coordinated  with. broader 
program  goals- 


CURRICULUM  a  INSTRUCTION 


Parents 

Parents  should  be  inforred  of  project  progrpis  and  encoiiraged  to 
t^e  an  interest  in  their  ^ildren's  individual  projeots  and  site 
experiences*    On  occasion ^  projects  asuti  even  be  designed  to  include 
a  parent  or  the  hos^  environment  as  a  reaomcfi  or  setting  far 
learning  aey^vities*    ^gular  parent  reporting  should  happen  at  the 
end  of  each  sAbol  year  action  zona. 


  —  CWSS-REFERENCES  — —  -  -     ^  — — 

For  an  o^rview  of  mil  student  records,  see  "Studmnt  Reaords"  in 
Student  Serviomm^ 

Smm  "Lm^ning  Plmn  NmgotiAtion pagm^  66^71,  for  furthmr  diMahssian 
of  informtdon  ^hmring. 

Pmrmnt  rmporting  wnd  involvmmBnt  in  student  ImArning  is  mlMO 
treated  in  ''Learning  Plan  Negotiation,"  pagms  70  and  90^91. 


Projects  (Item  7) 


Prepare  necessar^vlofisti  cs  and  materials 


Logiatical  planning  for  ia^lementing  projects  should  already 
have  taken  plaee^as  you  gear  up  for  total  prograni  operations.  Yo 
should  make  Bwrm  the  following  tasks  have  bean  acoomplished: 

1-     Initial  testing  in  Basic  Skills  and  carear  interests 
shbuld  have  taken  place  d^ing  toe  eummer  and  Studant 
Profiles  (assessment  sunraarias)  should  be  available 
to  all  staff, 

2.  Esployer  sites  should  have  been  recruited  to  sarve  as 
settings  for  project  activities.     (Sae  "Site 
Haoruitment"  in  teployer/Coammii^  r%esQurces . ) 

3.  Transportation  arrangements  should  be  sat  up  so  students 
can  get  to  aitas^  both  those  in  the  employar  network 
and  any  spacial  plaqemint  sites  that  ndght  be 
idantifiad  aa  tiie  year  goas  on*     (In  this  han^ook, 

see  "Career  Es^lora  cAons  ^ "  page  134  ?  also  saa 
"Bxisiness  LManagament- , "  Management  ^  Organisation, 
page  129  , )  ~  ~~ 

4*"  A  system  for  genarally  locating  and  using  comnitaiity 
resoiirees  of  all  kin^  should  be  established,  (Sea 
"Learning  Hesa^ces"  in  this  han&ook.) 

B,    hll  necessary  forms  haw  been  printed,     ttase  include 
racoracaaping  forms  noted  in  the  preceding  Item  and 
sufficient  predasignad  and  blank  pro j act  foCTB  to 
meet  the  needs  of  yom:  students. 


I 
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CUmiCULUM  S  INSmVCTION 


Owimt  students"  and  sita  personnel 


^  ORIENTING  STUDENTS 


Studenti  ihQuid  hm  orientsd  to  projeots  dicing  tiia  ganeral  prpgram 
oritntatien  held  during  th©  fi«t  week,  of  school .    Small  group 
vrorkehppi  ari^a  good  way  to  introduce  them  to  projeot  pronedurea . 
At  that  tijae  you  a^ght  try     role  play  ikit  tb  denionatrata  hoi^^ 
pro jaeC  nagatiation  takes  place ,  "An  annotated  project  form 
and  a  list  of  student  steps  to  follow. (displayed  oh  pages  22i^22S) 
amn  also^ be  given  out  during  the  workshop. 

C^)^  uses  this  time  to  have  new  students  begin  Qtl  the  predesigned 
project  in  critical  tiiinking,    Biis  project  asks  students,  to  look  . 
more  blasaly  at  various  aspects  of  tiie  SBCT  program*^  It  ilao  has 
students  try  writiiig  projects  for  jttieTOelves*    Used  in  conjtmction 
witt  the  Project  Writing  Guide  (displayed  on  .pages  229-232)  ^ 
this  project  giyas  students  many  "learriing  by  doing"  e^eriences 
of  EBffi  proctsses  in  general  and  pj^oject  p^^qses  and  design  in 
particular, 

Wiile  students  usually  begin  on  the  predesigned  eyiticai  thinking 
project  before  their  first  learning  r>lan  conferences ^  i^ese 
conferences  shoiiid  ocqur  as  soon  as  possible «    For  new  students  ^ 
parti oialarly/  learning  manages  should  start  scheduling  inferences 
during  actual  orientation  ^d  have  completed  Wem  by  the  second 
week  of  s^chool.    It  is  dicing  tiiese  conferences  th^t  eadi  student 
begins  to  fine  ttme  the  project  to  matdi  his  or  her  \mique 
circumstances.    Similarly /  tiie  ^irst  cqnferenceif give  learning 
managers  a  ^ance  to  answer  ariy  questions  students  jadght  after 
orientation .     (See  I  tern  S^^^r^^mortf  ^d^tai  Is  about  those  conferences  • ) 

letuaming  students  are  asked  to  begin  on  the  predesi^ad  critical, 
thinking  project  because  it  can  also  be  a  good  refresher  and  warm-up 
activity  for  those  already  familiar  with  the  program.    Re  turning 
students  will  usually  negotiate  more  of  the  specific  details  of 
the  projwt  and  may  even  dioose  to  do  mother  in  i  different  Life 
Skills  area  ins ta ad*  .         ^  /  *  * 

In  summ^a^?  an  orientation  worjcshop  might  be  logically  6^^gani|ed 
around  the  following  steps t 


i^ai 


A  iaarning  mMiager  speaks  brief ly  about  key  ESCT 
^concepts  (planning  and  taking  responsibility  for  your 
own  learning?  eommunityfbasad  .as^erienoas ^  integrated 
learning  in  all  area  curriculum  components ^  one-to-one 
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Projmcts  (Itmm  8) 


negotiation)  and  relates  them  to  prbjacti  ae  the 
prima^  way  of  organizing  individualized  learning- 

2p    Ihc/  Mnotated  projeet  foMiat  is  distributed  and  the 
learning  mwager  wd  a  ratwning  studant  parfom  a' 
brief  rola  play  to  show  how  various  design  elements 
are  negotiated,  / 


3.    fflia  Pre j act  Writing  Guide  and  predesigned  aritiaal 

linking  projeot  ars  paaiad  out*    Iha  learning  manager 
QMi  e^lain  how  the  Guide  worko  and  open  the  group  to 
informal  diso^iion  of  how  ^.fferent  students  might  - 
appreadi  various  activities  in  toe  critioal  thinking 
projaet* 


4.  ■  Ihe  learning  manager  sunmariias  by  anmuraging  students 
to  begin  woricing.on  the  prajeot  «id  to  sign 
iiunedlately  for  their  first  individual  'aonfeian^ae. 
If  students  wish  to  negotiate  dianges  in  any  aotivitias 
or  criteria  in,thQ  project  they  should  tell  the  LH  and 
try  to  schedule  tiielr  inferences  within  the  ne^t  day 
or  ^o*  . 

S»    Bie  learning  meager  closes  the  workshop  by  reminding 
students  that  tiiey  can  ask  any  staff  mentoer  for  help^* 
that  all  staff  are  rea%  to  help  witii  «iy  aspect  of 
the  student  ^s  personai  laaming  pato- 


ORIENTING    EMPLOYER  INSTRUCTORS 

Employers  are  orlanted  to  projects  as  part  of  toeir  total  orientation 
to  tta  programi  additional  e^loyer  arientation/devalopment  sessions 
are  held  throughout  tte  year  to  answer  questions  as  tiiey  arise*  fte 
employer  ralatioi^  specialist  also  fills  an  ifl^ortant  information 
sha4'ing  role  as  he  or  she  visits  employers  at  ^elr  lita  throughout 
the  program  year.  '  * 

Generally,  the  employer  relations  specialist  and  other  staff  should 
help  employer  Instructor  imderstiind 

1*    Learning  iite  toalysis  Form  procedi^es  (including 
veri^ing/priori tiling  learning  objectives) 

2.     toeir  , roles  as  iiroortMt  resources  students  can  ^ 
use  for  project  actii^tias 

3-    their  responsibilities  for  supervising  students  on 
their  sites  and  evaluating  student  pterformanca  of 
certain  acti^tiis 


^  / 

CUREiCt/LVM  S  INSmuCTION 


4,    til©  inpo^tmee  ©f  the  stiMent  masting  target  dates  for 
aetimtiea  and  general  attandance  req\iirementa  for  thfe 
.  site  ^ 

5*     the  availability  of  EBm  itaff  to  answer  queationi  and 
help  wite  any  preblerae  that  ndght  ariie 


  aOBS*REFEBENCES  ^  -  

Smm  "Pr^rmm  Entry /E^eit/'  &tudBnt  ServimB ,  pages  27-3$,  for 
mxplMnmti^  of  gmnmrml  pr^ram  Qrlmntmtion, 

Sam  "Bmploymr  Instructor  Drnvmlopmntf''  Employ mr/Caimimit^  RmMourmE, 
pmgms  §7^104 ^  tor  more  dBtmilmd  InformatiQn  shout  how  mmployer 
inrntruators  arm  orimntmd  on  a  oontinmm  iasij.  « 

SmBlAppendix  A  for  mn  axmmplm  of  thm  pradamljnGd  arlticMl  thinking 
projmat  MtudmntM  mmlly  bmgin  during  oriBntrntion* 


ProjectM  (Student  MmtB^iMls) 


STUDENT    PROJECT   OilENTATION  MATERIALS 

Matmrialm  diBplmymd  on/thm  follQwing  pMgM  imy  bm  usmd  to 
i  ntrodiiam  s  t  udmn  tM  '  to  J  thm  pnam  d  wtBB  dm  cmsMm^y  fo  r 
implmmmnting  Indivldfimll^md  projaatB'^    Thmy  include: 

1,    m  wo^pmgm\  illuBtsation  of  key  rnvmni^  in 

plmiming  mnd  doing  projmat  mativiti&M  \ 

2^    a  suffiMry  of  Mtmpm  &tudmntB  are  to  fsiiw 
for  prejeets 

J.    an  MimotMtmd  prajsat  form  mxplMlning  mAah 
of  the  p^bjeot  'B  demign  ' ml&mentm  . 

4,    a  four^pmgm  Projeot  Writing  Guide  BtudentM 
are  to  umm  In  planning  thei^  om  pzojeats 
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PLANNINS  PROJECTS 


START 
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PtojmctM  (Studmnt  Matsri^ls) 


DOING  PROJECTS  . 
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CUSRICUWM  $  ZNSTmCTiq^ 


SUMMARY    OF   STUDENT   STEPS    FOR  PROJECTS 

i  ,    '  '  . 

1.  '    Attend  Qfidnta^en  and  raeeive  ths  pndAiifned  eritieal 

thinking  project  and  Frojert  Writing  Gui^, 

2.  BAmdx^m  your  first  ednfersnee  wi^  a  Itaming  muagar. 

3*    Emfowm  the  confareneer  itai^t  m  th©  eritieal  thinking  prejeet 
and  CTMf«lly  remd  tha  Pr©j#et  Writing  Guidai  try  drafting 
your  firit  prejtet, 

4»    0o  to  the  e^nfereneei  the  leaning  manager  will  help  yeu 

empleta  a  Laaminf  S^le  Self^Assusnnt  inter^iw  to  snabls 

^^—feoth  y©u  mnd  the  LH  to  better  mdei^tand  your  ynlque  learning 
diaraoteriatice . 

5*    Talk  ateut  yoi^  learning  preferenaes,  ttie  result^  af  your 
BbmLq  Skills  testing  and  your  Career  Develapmnt  interests « 
Wo  A  tirith  the  learning  manager  to  use  ^ie  inforaation  to 
mre  eleariy  define  the*  activities  and  evaluation  Miteria  for 
Am  project  you  are  now  completing  #  -  , 

€.  .  t£.  you  are  re^^^  plm  ypur  ne^  project  at  this  time, 

7«    Decide  ^oyt  crttiaml  thizycing  wrap-up  activities  <    If  you  ^ 
wiehf  you  may  ^oose  to  do  one  wrap^^  for  eadi  of  the  projects 
you  dp  this  ^^ari  that  will  give  you  credit  for  a  second 
project  in  critical  thinking*    If  you  don't  wmt  to  6q  ^rap* 
u^Mt  then  a  second  critical  thinking  prcject  will  have  to  be 
negotiated. 

8.  S^edule  your  next  conferen^  for  disclosing  progress  and 
e^luating  any  completed  activities « 

■  * 

9.  Oontinue  working  on  project  activitieif    "ttiink  positively  ^cut 
yoi^  interests  I    nik  -to  the  LM  and  plan  projects  t^at  you  can 
enjoy!    Also  think  about  th^  sites  you  are  ei^loring*  Whi^ 
ones  would  you  liJ^e  to  retu^  tc  for  a  learning  level^  project? 

10.  AS  you  finish  acy.^tiesr  have  them  evaluated  ^y  the  persons 

you  and  your  LH  decided  were  best  qualified  (eo^loyer  instructor  # 
comiwity  resource  person^  learning  muager) « 

11.  Watdi  your  target  dates  l    Let  ycur  LM  know  if  you  see  yourseif 
slipping  dea^ines  and  negotiate  new  dates  or  plan  ways  you 
can  meet  your  ct^rent  targets ,  1 

12«  As  project  are  finishedf  turn  them  in  to  the  learning  manager  # 
discus  your  final  evaluation  and  critical  thirling  wrap-up  and 
plan  new  projector 
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*  \  ,  Each  proigcc  is  in  ^ydf  uf  ch^  '{ iv^' Life  SkUlg  aF«as 

SlUDENT  NAME    i  Your  Haag  ^  ^IFi  SiULLS  ARfA:  The  iim*^  of  that  arya  gomu  h^ru./ 

ffgnffnTTITIF      Thfe  NamtjOf  tUm  Project  ..  ..  . 

mi^Ui  INSTRUCTOR  ^JS^UHlIi^^^,  iTARTHyO  DAT!    Prujayt  started 

{MPIOYER  SiTf     Th^  Nage  of  she  Bus Uit s s_  TARGET  DATE    K^pee^  to  Finish 

LEARNING  MANAGER  RATlONALi/^$a^^  DATE  RECilViD  I^Stin^ISiSiL 

In  this  apa^e  your  Learning  Hanager  -wriryi  what  thi^  project  is  dgiigntid  COMPtfeTlON  OATi  jval^^lQH 

Ctitisil  Thinking    Revlyw  Projebc 
Wripyp  Cdoiplgtt    With  LH  \ 


to  help  you  learn  and  why  it  Ig  an  Imporcanr  part  of  your  learnihg  plan^ 


ERS  CERTIFICATION  ERg  mumt  set  the 
project  and  the 
skill  aheyt^ 

STUDENT/RATIONAIJ:  ! 

In  this  space  you  write  your  r^iaions  for  wiahing  to  do  thla  project  and  what  you  expect  to  learn  from  it. 
This  rationale  is  always  written  before  you  begin  (o  work  on  the  projects    You  can  then  go  back  to  It 
after  the  project  is  conpletai  and  mum  how  well  you  met  the  goals  ybu  eatabliihed, 

PROJECT  iVALUATIONi 

I  Hour  teaming  Manager  ^ill  use  this  apace  to  evaluate  the  entire  project  after  all  activities  ore 
/  cOBpltted^    You  are  always  encouraged  to  calk  these  co^ents  over  with  your  Leading  Manager. 


RECOMMENDATIONS^  / 

ttased  on  the  evaluation  of  your  work  on  this  and  previous  prdjects,  your  Learning  MBr»ager  will 
ricoMiind  further  work  that  yould  b«  helpful  to  you*  ^  , 


! 
! 
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ACTIVITY 

Targtc  datm  iof 

Ac  t  Ivi  cy  coAplii t  ion 


This  araa  of  the  proj^cc  Hgti 
^piiCiflc  things  chac  you  will  do 
CO  conplace  chli  accivlcy.  For 
^ach  iceti  in  ciiis  iisc  clmra  will 
be  a  cor r<is ponding  produce  in  ch^ 
righe  hand  column  on  this  pagti. 


JESOURI 


thi^  caluffln  MUggssCH  pappl^  and 
och^f  r€Sourc#i  which  m4y  help 
ypu  to  cpmplece  chi  caski 
QUc  lined  In  the  acciv.iry 
¥ou  ar«^  encouraged  to  find 
use  reiources  that  n^y  not 
appear  here^ 


PRODUCTS/CRlTgRIA 
Unless  dthifiMiie  sp§cilitd«  producti  and 
erhtria  iNill  be  negotlaitd  with  your  LM 


This  colusin  lists  the  ipecific  thingi  which     "  . 
you  will  produce' and  tyrn  In  to  your  Learning 
Manager  for  evaluations^    These  items  are  nany 
and  varied  and  will  deB«^nicrate  your  coBipletion 
of  the  tasks  listed  In  the  left  hand  column. 
Specific  criteria  »ay       atdded  to  describe  the 
level  of  performance  you  ar^  -to  achieve. 
All  items  at'e  totally  negotiable^    Vou  are  urged 
10  identify  creative  alternatives  and  share  them 
with  your  Learning  Hanager  prior  to  conpletini 
the.  task. 


I 

§ 


n 
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iVALUATION 

Here  your  Learning  Hanager  wili  evaluace  the  work  you  have  done  on  this  activity  as  specified  above. 
Willie  in  cerBs  of  how  well  yiu  hava  accomplished  what  was  negotiated  and  listed  above. 


Evaluation 
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PeojmGts  (Student  Materials) 


PROJECT   WRITING  GUIDE 

/  .  ^ 

)  . 

fhiB  guidB  im  intmndBd  to  hmlp  you  Immrn  how  to  writm  your  awn 
projeatM^    You  will  first  mm  thm  guidB  mm  y&u  work  on  your  ^ 
prmdmsignmd  orlti^ml  tiiinking  proj&at.    Aftmr  thmt  you'll  wMt 
to  kmmp  it  hmndy  ms  yrn  work  wtft  your  Immrninw  mmmgmr  to  plan 
fci3#  dmrnign  ot  othmr  p^'i  jmatm*    Lmmming  to  dmmign  your  own 
projmats  is  m  vmry  importmt  Mkill,    It  can  hmlp  you  bmoomm  mrm 
aonfidmnt  ^out  nmgotlmtinff  Immrninw  aoti^timm  thmt  truly  mtoh 
your  ami  intarmstM  mnd  tmlmntM,    It  oan  mImo  hmlp  you  bmttmr 
mnmgm  yov^  Imarning  ^oiamm  ^rouyhout  your  lifm^^so  mnjoy 
yours mlf  md  tmkm  tiiim  mmriomlyl 


CRITIML    THINKINS  STEPS 


Listed  below  the  steps  of  tht  critical  linking  procMS* 
lach  is  uaaful  to  good  project  writing, 

1.  Identify  a  problam  or  isaue 

2.  Gather  and  sort  information  related  to  the 
problera  and 

a«    recognize  that  statistici?  obserimtions ^ 
I  nguage  and  feelings  are  different  t^^^ 
of  infoCTiation  tiiat  fo;rm  the  basis  of  ^our 
kncwlec'  v;  about  situations 


b*    be  able  to  unde^twd  differ.ent  types  of 
infoniatlpn  as  Gommn  language  rather  than 
a^stloal  jargon 

/ 

Interpret  infomtion  related  to  ^e  problem ^ 
reco^iiihg  the  l^aot  of/ biases  in  both  the 
data  and  thenselvas 

De^lop  a  variety  of  alternatives  and  define  a 
coune  of  action  to  take  in  relation  to  the 
problem  or  issue 

l^luate  the  result  of  their  actions  arid  be 
prepared  to  take  an  altejmative  course  of  action 
to  deal  with  the  pr^lem  or  issue  '  ^ 


t 
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WRITINii    THE  PROJECT 


Following  Mr&  all  th^  thingm  you  should  do  to  dQMign  yoiix'  mm 
pmjmat*    To  hmlp  you  smm  whioh  o^Uqml  thinking  mtmpm  you  will 
bm  ming  wm  mdms'linm  tha  onm  thqt  tmit^dmBaribMs  mmoh  stmgm  ot 
pnjmat  writing m 


GEniNG  STARTEOr  IDENTIFY  THE  PROBLEM  OR  ISSUE 

1*  tead  ttraa  predMigned  projaeti*  CofflpaM  their,  parts  with 
the  PMjeot  Chackliit  at  Him  end  ©f  this  guide*  mim  will 
help  you  see  what  ^e  vmriot^  parts  are. 

2*    Select  tiie  Life  Skills  area  for  your  project, 

3.    Deoide  on  a  project  title, 

4*    Select  the  esnployer  site  where  you  will  be  working  on  aost  of 
your  project  acti^ties, 

5,    Write  the  student^  rati OTale  (Your  pi^osei  i    Why  are  you  doing 
this  project?    What  will  you  laara?    Basic  Skills?  Ufa 
ikills?    Career  Development?) 

.  ACTIVITIES  :    GATHFR- AND  SORT  INFORMATION  RILATED  TO  THE  PROBLEM 

1«    Ihink  VP  as  wBn^  actii^tiei  aa  you  can  that  will  help  you 
uiiderstand  tiia  issue,    Talk  with  your  e^ioyer  relations 
sp«cJ.alist  dbout  objectives  written  from        Learning  Site 
Analysis  Form  (Lskf)  for  that  employer  site. 

2.  Look  at  the  card  file  of  project  activities, 

3,  From  the  card  file,  pick  activities  that  best  matdi  your 
interests  and  your  raticnale  for  this  project*     Record  them 
on  thm  iCE)2  project  forma  kept  by  the  learning  aide, 

/ 

RESOURCES :    INTERPRET  INFORMATION  RELATED  TO  THE  PROBLEM/ISSUE 

1*    List  some  useful  resources        t  will  hmlp  you  taideratand  the 
isitae  md  complete  the  acti  .    7,  ^ 

2,    On  the  project  forms ^  record  the  best  resources  with  the 
appropriate  acti^tieji. 
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Smmplm  Projmat  Waiting  Gui dm 


PRODUCTS-    DEVELOP.  ALTERNATIVES  AND  DEFINE  A  COURSE  OF  ACTION 

1.  List  as  many  ways  as  you  can  to  ahart/comfflwiiaate  the  outoom# 
or  product  for  eaojfi  activity,     (Products  are  what  raiulta 
from  tha  activity  J   Biey  can  be  ^soussions,  iomgthlng  - 
written ^  photographs*  opllagaa^  or  activities  theMelves  (such 
a^  running  the  mile  in  four  minutes)  * 

2,  Analyie  and  salaot  the  bast  products-    Record  on  the  forM* 

3*    Ba  sura  that  lome  of  the  products  will  be  evaluated  by 

amployer  instructors  and  otoar  comiunity  paople^  as  well  as  by 
tha  learning  managar* 

4*    Using  thd  critical  tiiiiUcing  predesigned  project  as  a  guide, 
estimate  the  amount  of  tin^  yau'll  need  to  complete  each 
activity*    Put  this  information  on  a  (CT)2  Task  Sheet  with  a 
finAl  target  data  for  the  whole  project* 

LOOK  IT  OVER:    EVALUATE -THE  RESULTS  OF  YOUR  ACTIONS,  AND  BE 

PREPARED  TO  TAKE  AN  ALTERNATIVE  COURSE  OF  ACTION 
TO  DEAL\WITH"THE  PRfflLEM  OR  ISSUE 

1*    Domm  your  project  include  eva^thing  on  the  Project 
'    aedcliat?  ' 

2*  ,  Are  the  activities,  reipurcei,  ^d  products  all  directly 
related  to  each  other? 

3«    Are  a  significant  niynber  of  the  activities  to  be  collated  on 
an  ai^loyer  or  co^unity  site? 

4*    Does  it  look  like  a  project  that  will  be  both  ireful  and 
enjoy^le? 

S.    If  you  answer  "no"  to  any  of  thm  above  four  quas tiOTS  ^  what 
alternatives  do  you  have?    Wiat  changes  might  you  need  to 
make  in  order  to  feel  satisfied^ 
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:he:.:<list  of  project  parts 

Learning  Manager  rationale  Activities 

n   Student^ationale  Q  ^sourdea 

n    Life  Skilla  area  Q  Froduets 

^  Q    Basic  Skills  work  Q    Criteria  for  products 

Employer  and/or  conwiynity  Q    Negotiarion  with  learning 

sites  manager 

ri    Critical  thinking  wrap-up 
activity 

GLOSSARY    OF,  TERMS 

i 

Alternatives :    choice  between  two  or  more  things 

toalyie ■  to  break  dovm  a  whole  into  ita  parts  to  better  understand 
its  true  nature 

Assessments     direct-  meaiurement  of  performanGe  on  iiiportant  tasks 

Bias  I .  i'deas  slanted  in  a  certain  direction;  partiality  ;  prejudice 

Conponentg I    parts  ^  or  ingredients,  of  a  whole 

Criteria  I     the  stwdard  by  which  we  measure  or  Judge  something 

Data;     toings  you  know  or  information  you've  gathered  to  use  for 
solving  a  problem  or  coming  to  a  conclusion 

Svaluatiens     to  judge  or  determine  thm  worth  o^  something 

Goals?     iomething  you  want  to  achieves    a  final  aim  -. 

Intg:^ret I    to  explain  the  meaning  of,-  translate  to  make 
understandable *   to  give  on's  own  conception  of 

Megotiation i    conjure,  bargain,  or  discuss  in  order  to  reach  an 
agreement  aiout  something 

Objectives ;    statement  of  intent  asking  for  a  Masurable  change  i 
method  by  which  you  reach  your  goal 

Rationale i    a  statement  explaining  the  reasons  behind  something 
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Projmats  (Itmm  9) 


Negotiating  Projects 


Held  learning  managtr/student  -^^onterenaes  for  planning 
first  projecte 


firs:  conferences 


Projacts  and  Learning  Plans 

The  firEt  student/lsarning  manaqar  confarenca  oeeurs  shortly  .after 
the  prograsi  year  begins.    Students  will  hava  already  begun  working 
.on  their^fiMt  predesigned  projaet  in  eritieal  thinking  (introduct^d 
t©  them  during  orientation  aetlvitias)  and  begun  thair  aarafir 
exploratioM  of  aitiis  in  the  commity,     Katurning  students  may 
have  bagm  learning  level  sites  as  well. 

During  this  first  eonfererce  the  learning  meager  diaeussas  the 
student's  paraonal  learning  style,  interests /  preferences  and 
i^ilities  and  bagins  fCfeiising  on  what  the  stydent  ean  and  cannot 
do  in  aaoh  Life  Skills  area.    3he  student's  transora.pt  data  will 
have  been  siinmarized  for  this  conferenoe  so  toat  both  learning 
manager  and  student  will  have  m^rm  idea  of  what  the  atudent  has 
done  in  the  way  of  Life  Skills  related  work. 

Most  of  tha  project  disouss'ion  centers  around  the  critioal  thinking 
predesigned  projegt,    Sie  learning  manager  and  student  talk  about 
arty  probleiDS  t^at  might  have  arisen,    ^e  learning  manager  also 
checks  to*  m^a  amre  that  the  student" understands  how  employer  sites 
are  to  be  used  ai  resouroes  for  so^  project  activities. 

During  toeae  first  oonfi-^rMces  the  leartiing  manager  should  also 
talk  about  how  projects  ean  help  students  focus  and  enlarge  on 
intet^st^  arising  from  other  laaTOing  aotivitias.    Stress  tiie 
interrelatednass  of  every ti^^v^  the  student  does.    Point  out  how 
exiarienoes  at  en^loyer  sites,  working  with  eoB^etenciis,  writing 
in  jouCTalj  and  attending  ei^loyer  seminars  aan  lead  to  many  new 
discpveries  about  perional  interests ,  abilities  and  goals,  ^ese 
disooveries  should  be  thought  about^  dis classed  with  staff  and  used 
as  the  basis  for  planning  new  projects  that  allow  each  student  to 
becoM  inereasiJigly  inwlwd  in  learning  things  that  are  direotly 
relevant  to  his^or  her  career/life  path,  prepare  for  your  first 

conferenass  you  may  also  wish  to  review  Items  1#  page  195,  and  11 
through  16rpages  242-*2S3,  for  more  detailed  ea^lar  ition  of  the 
varidus  pro jeot  elements  * ) 
\ 
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/6. 


7. 


10. 


11. 


.     GUIDELINES    FOR   NEGOTIATING  PROJECT 

Loolc  at  asseiigianfc  informtion  rerordid*  far  each  student  (including 
persenal  uotmB  and  pt^^^  recror^  □£  testing  results  and  previQua 
perforaanee)  * 

Censidar  hw  ^e  preject  will  biiiid  on  tAe  student's  efforts  in 
praceding.  projects— both  within  a  Life  Skills  area  and  across 
diffejr«nt  areas. 

T^e  into  account  how  project  acti'^ties/  resQurcei  and  products/ 
criteria  fit  into  the  student's  overall  learninf  goals  and  career/ 
life  expectations* 

Take  into  ancaunt  each  student's  laaCTiing  ttyl^  in  considerinf 
what  kinds  of  learning  acti^itie^  should  be  iB^haBized,  Project 
maopm,  l^gumge  and  evaluation  criteria  should  ^ary  according  to  , 
individual  learner  characteristics.    Project  activities  should 
involve  Biore  or  less  gr©^  work^  contact  with  sitea^  reliance  on 
secondary  siateriali  and  so  forth. 

1^  to  build  site-related  and  Career  Deyelopoignt  activities  into 
each  project-    Consider  specific  infoCTiation  about  the  learning 
opportunities  at  the  site  or  iitei  t^e  student  will  use  for  Wim 
projaet* 

Make  sure  that  Basic  ikiJ  \s  practice  is  integrated  into  project 
activiLies  and  ^at  p^ducts/criteria  specify  levels  of  lasic 
Skills  parforn?ance  appropriate  to  the  student's  assessed  nee^ 
and  interest^  ^ 

Be  sure  to  discuss  all  of  the  abdvf  conaideritions  with  the 
student  and  negotiate  activities  that  satisfy  horn  student  and 
'^program  expectations.  ^ 

Try  to  negotiate  projects  with  high  levels  of  trans  feri^ility"^"^ 
that  is,  learning  acto^ities  should  illustrate  the  relationship 
between  what  is  leaned  for  a  particular  project  and  hw  that 
learning  can  be  applied  to  other  circ^^f^tances  *    Projects  should 
increase  the  student's  ability  to  generalize  from  situation  to 
situation,  from  life  L'ole  to  life  role/\ 

Encourage  the  use  ot  a^  variety  of  resources t    printed  materials / 
audio-visual  inaterials,  public  agencies,  people j  nat^al 
envi£|onment #  pertinent  codes  and  laws  #  'local  events  *  student's  own 
Blind  and  creativity, 

incourage  a  varied  of  products  i    written  reports  #  oral 
preseritations /  natural  products  such  as  terrariums,  gardens,  water 
saniples  and  so  forth/  tape  recorded  inter'/iews,  hanti'^craftcd 
products,  citizen  participation  in  pi^lie  events,  graphs  of  datar 
deBionstrated  perfomance  such  as  original  dance^  caring  for  or 
teaching  children #  debates  and  so  forth*      '  \ 

For  perforaa^e  criteria,  specify  who  will  cart  if  y  satisfA^tory 
performance. 
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Projects  (Itim  9) 


CROSS- ^FERENCES 


A  usmful  ahmakllst  for  nrngotiMtion  bmhavlors  appears  in  ''LmArning 
Plmn  NagotiatlQn/'  pages  101^102* 

"lemming  Plan  Mmgotiatiori/'  pagsB  43-48  aontmins  an  ^KpMnmtlon 
of  thm  d&mrning  plmn  ayalm  of  MSmmssmmni^/prmMariptlon/mvmluanlQn/ 
integration  which  imdmr lies  mil  EBCE  learning  stratmgies. 

Speaifia  assBMBwent  data  gathered  for  eaah  student  is  desarxhed 
in  ''Learning  Plan  .Negotiation/'  pages 

Also  explained  and  displ&gmd  in  that  Beation  is  the  Learning  Style 
Self-Assmssment  cheaklist  ^hiah  the  Btudent  and  learning  managmr 
use  to  get  a  better  idea  of  how.  projmats  migh  j  tm  tailored  to  the 
Btudent'm  permonal  aharaateristicssee  pages  5e-55, 
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for  sits-relatad  projeets,  develop  learning  objectives 
from  Laaminf  Site  Analysis  Fornis 


item  5  of  this  smction  dSsausBBB  the  ImportMncB  of  Learning  Site 
Analysis  Fortm  in  nmgotiaZing  projmats  for  employmr/commimity 
sites*     THb  Bamrn  item  givms  aross^refermnams  for  more  dataiiad 
expl&nation  of  LSAF  proMdur&s  mlsewherm  in  this  and  odier 
handdDooks.    Bmlow  we  Address  the  steps  taken  by  EBCE  leMrning 
irmnagers  to  dmrivm  learning  object iveE  from  LSAF  datm^ 


EXPLANATION    OF    LEARNING  OBJECTIVES 


Site  learning  objectives  are  derived  from  the  job  analysis  on  the 
Learning  Site  Analysis  Form  and  describa  the  inany  distinet 
aGtivities  a  student  mi$ht  do  for  learning,  purposes  while  at  the 
site*    Essentially  these  are  clearly  written  statements  of  toe 
various  tasks  toe  en^loyar..  instructor  has  noCTd  that  can  be 
practiced  by  to#  student  on  the  site.    To  insure^ an  aocurate 
oorrespondence  between  the  student's  learning  plan  and  his  or  her 
site  experiences r  all  project  ac titties  involving,  ons_ite_ tasks 
should  reflect  to  some  degree  the  specific  learning  objectives 
written  for  that  site. 

Ihe  obiectives  should  be  written  as  discrete  activities  a  student 
can  perform  eitoer  at  the  site  or  in  some  relationship  to  the  job 
or  site,     ALtoou^  the  objectives  should  be  phrased  so  as  to  give 
guidelines  for  monitoring  and  evaluation,  specific  perfomance 
criteria  will  generally  be  written  into  project  activities  that 
are  derived  from  toe  learning  objectives ,  ratoer  toan  into  toe 
objectives  themselves.     Thm  following  description  of  toe 
characteristics  and  use  of  site  learning  objectives  will  help 
clarify  why  this  is  so.  . 

Comparison  with  Behavioral  Objectives 

Ihere  are  in^ortant  distinctions  and  some  similarities  between 
learning  objectives  and  behavioral  objectives.  Following  is  a 
comparative  list  of  characteristics, 

1\     Learning  ob jectiveg  are  an  open-ended  list  for  a 

particular  job  site?  toey  can  be  added  to  indefinitely* 

Behaviorar  objectives  would  tend  to  be  a  finite  list 
for  a  particular  purpose. 


rrejectJ  (Itmm  10 


2-    Laaming  objectives  are  intended  to  suggest  potential 
learning  activities  at  a  site;  they  are  a  resot^ce? 
not,  an  integrated  learning  plan* 

Behaviogal  ^jaotivjgs_  would  follow  a  sequence  which  is 
guJ.ded  by  a  patiie^cn  os  process  i  they  ^^ra  usually  part 
o£  an  integrated ^  pijtfpQsef'al  learning  plan. 

3*     Learning  objectives,  are  not  stated  in  respect  to  any 
particui.ar  goali  they  can  be  selected  from  and  used 
(perhaps  witJi  some  re ^s ion)   to  meet  a  variety  of 
educational  goals  * 

Behavioral  obie^jtives  are  definitely  oriented  toward 
fulfilling  specific  goals, 

4*    Learning  objectives  are  stated  in  tenns  of  actions 
students  can  perform, 

t' 

Bah avi Q?al__db j e cti ves  are  stated  in  terms  of  actions 
students  can  perform, 

5*    LeaCTing  objectiyes  usually  do  not  inciuda  specified 
con ^t ions  for  perforaance  (these  are  stated  when  site 
objactivea  are  written  into  project  activities). 

Behavioral_^jectiveB  inciuda  specified  condition*  for 
performance, 

ft*^    Learning  objectives  usually  do  not  specify  performance 
criteria  (the  esrtent  to  which  students  must  perform 
to  satisfactorily  fulfill  the  objective) i  'these  also 
are  stated  in  student  projects. 

Behavioral  objectives  include  clearly  stated  and 
measurable  performance  criteria* 

j 

Examples 

An  eKaaple  of  a  learning  ^jectivf^  from  an  LSW  for  use  in  designing 
project  wouJ.d  be  as  follows: 

ThB  Mtudmnt  will  bm  mblm,  to  wrltB  work  orders  whi^ 
aarmfullg  dascriie  tfte  nmmdM  of  the  cuscorar* 

An  exai^le  of  a  behavioral  objective  i^ght  be  something  Ilka  thiss 

\  After  obm&rving  at  lemmt  three  occasions  of  the  Berviae 
manager  discusMing  with  austotmrM  thB  problem  they  Are 
having  with  their  cars  and  reviewing         work  orders 
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rBBultitig  from  thm  disamsions ,  thm  studmnt  viil  obsm^ve 
Mnather  dXBamsion  b&WBBn  the  servace  mmnagmr  and  a 
custommr i  mnd,  without  Mny  hmlp  from  thm  smznam  nmnAgerf 
thm  BtudBnt  will  writm  a  wo^k  order  wM^  the  ai^tommr 
confirmm  as  representing  hlB  or  her  repair  needs  with  100% 
aworacy  mnd  'fhiah  the  nrnchAnicr  aonfirm  mmnimiamting 
with  100%  aeeuraey  All  tte  informtion  he  or  sha  needs  on 
a  work  order* 


DERIVING    SITE    LEARNING  OBJECTIVES 


Although  the  Hat  of  learning  ^jectivea  for  a  site  will  always  be 
open-ended  and  therefore  incemglete*  it  is  halpful  to  make  tiia- 
original  list  fairly  dafiniti^^  in  relation  to  infomatiQn  recorded 
on  the  Learning  Site  Analysis  Worm.  '"We  following  gmdc^lines  may 
help  you  avoid  omitting  inportant  objectives* 

Objictlvas  Taken  Olrectly  from  LSAF 

Begin  by  following  the  LSAF  structure  and  derive  site  learning 
objectives  gysteniatically  from  each  task,  subtask  and  Basic  Skills 
group.    Moat  of  the  learning  objectives  will  be  taken  directly 
from  tasks  and  skills  that  are  a  part  of  the  e^loyar  instructor's 
job.  objectives  will  tend  to  engage  a  student  in  direct  \ 

paTtic.      ixon  in  eitter  actual  or  simulated  job  tasks.    For  ' 
exa^le- 

The  student  will  be  ^le  to^ 

remd  InBtrumBnts  mnd  gsuges 

2.  perform  numeriaml  aomputmtions  from  the  OBcillosaope 

3.  add/  subtract?  muiti ply  and  divide  with  100%  accuracy 
as  rmqulred  for  use  of  diagnostic  equipment 

4*    read  directions  and  manuals  for  testing  eqiMpment 

5*    write  out  results  on  work  orders  for  recotmendrntiorw 
for  cmtomer  repairs  ^  . 

5.     yse  aiectronio  diagnasing  equipment  to  determinm  ' 
whether  or  not  proper  repairs  ^have  bemn  done 
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Expanding  Froin  LSAF  Data 

Otoer  ©bjtdtivas  can  be  derived  from  the  LSAF  inforration  by 
extension*  ^   tteie  objeotive^  will  tend  to  involve  the  student  in 
airlvities  somewhat  reiaoved  from  partioipation  in  actual  tasks, 
ttey  will  lead  toward  a  more  reflective  and  analytieal  approach 
to  the  job  and  site,     fte  site  ia  likely  to  be  j^t  one  of 
several  resouroes  for  ^is  t^e  of  objective* 

It  is  these  objectivea  that  can  make  the  job  site  an  infinitely 
fle^^le  learning  resourca*    IhMe  derived  learning  objectives  can 
vary*  depending  on  currici^iOT  needs  and  the  degree  of  actual 
involvement  iii  work  tasks  perroitted  students. 

For  almost  any  site#  students  can  do  the  following  kin(te  of 
activities* 

1*    historical/  legal  or  environmental  research 

■  _      ^       ■  i 

2.     collection  and  conversion  of  inforMition  into 

statistical  reports #  organiMtional  charts, 

\  diagraro,  graphs  and  flow  charts 

3*     confutation  of  costs  ^  profits  or  taxes 

4,  written  reports  in  various  forro 

5.  .^Ml  or  audio^vlsual  presentations 

;  6*    application  of  preblem^solving  processes  sudv  jas 
critical  thinking  or  the  scientific  method 

An  exasf le  of  this  type  of  learning  objective  that  might  be  derived 
from  the  same  LSAP  as  the  example  on  the  preceding  page  wduld  be : 

The  Mtudmnt  will  re^mmrah  and  prmMmnt  in  sonm  farm  the 

.  _.     _  .  _  " 

relAtJ^onshlp  of  wmll^tunmd  mnginms  to  air  poUIution, 


ORGANIZINQ   SITE    LEARNING    OBJECTIVES  I 

Deriving  learning  objectives  from  the  Learning  Site  Analysis  Form 
will  result  in  a  list  of  ^jectives  organised  in  terro  of  direct 
Involvement  or  indirect  relationship  to  actual  job  tasks* 

Once  the  list  of  potential  site  objectives  is  developed  to  yoi^ 
satisfaction^  you  may  find  it  helpful  to  use  an  informal  code  for 
identifying  how  mmdti  learning  objective  relates  to  ^e  actual  task 
perfofMd  by  the  coOTimiity  instructor,    Biis  can  be  laseful  later 
whan  you  are  developing  project  activities  from  the  learning 
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'^jeetives  and  ara  faced  with  th©  need  to  decide  who  cBn  certify 
satisfactpry  parfom«ice  md  an  what  baais  the  performance  criteria 
will  be  establiahed.     (See  Item  12*)  \, 

nie  following  fMUping  Lm  ba^ed  on  the  degree  of  involveMnt 
peimitted  tte  student  in  ttie  job  activity  from  whidh  ^e  learning 
ebjecti^  is  derived* 

1.  Not  Qbsarve  (NO)  i     Thm  student  ea^^not  even  obsarva  the 
job  activity  (too  confidential i  legal  restrictions; 
sanitary  recitations ;  safety  factors)  . 

2,  i^sarve  Qnly  (CO)?     flie  student  cm  only  observe  the 
job  activi^  (no  hands-on  all  wed)  , 

3*    Attenpt/Fr aqtice  (AP) :     Thm  student  amn  attempt  and 
practice  the  job  acti^ty  (but  CMnot  ej^ect  to  learn 
to  parforai  at  toe  level  of  a  paid  esployee)  * 

4,    F r acti ce_ _an^  Le arn  (PL)  i    ffie  student  can  reasonably 
ej^ect  to  leari!  to  perform  as  well  as  an  esployee  after 
practicing  (keeping  in  mind  the  length  of  tiEse  the 
student  will  be  at  the  site)  . 

Ybu  can  write  the  appropriate  code  letters  beside  thm  nt^er  of  the 
learning  objective*    Soflie  learning  objectives  may  indicate  more^ 
th^  one  level  of  participation  that  a  student  wi(?ht  pursue  by 
degrees.  ^ 

Hamefflber' that  even  activities  tiiat  fall  into  the  Not  Observe  and 
Observe  Only  categories  can  be  used  as  a  basis  for  student  learning 
objectives  and  project  activities.    For  example,  a  student  could 
interview  the  siffgical  nurse  of  the  brain  surgeon  whose  job  he  or 
she  is  examining  r  to  find  out  what  goes  on  in  the  off-limits  areas 
of  si^gery.  and  recovery  room.    Similarly^  a  student  could  be 
required  to  do  some  sort  of  report  based  on  a  resaar^  of  written 
literature  or  films  about  confidential  aspects  of  a  given  job* 

S^^lain  and  confirm  tiie  classification  with  thm  employer  instructor 
at  the  same  time  l^at  you  gat  his.  or  her  general  approval  of  the 
list  of  learning  objectives* 


USING    OBJECTIVES    TO   WRITE    PROJECTS  / 

Once  learning  objectives  are  developed  from  an  IShF ,  the  employer 
relations  specialist  takes  them  to  tiie  site's  employer  instructor  | 
for  prioritiging .    Thm  El  lodks  over  the  list  of  objectives  and 
arranges  them  in  a  logical  progression  the  student  might  follow  in 
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learaing  about  tiie  job*    At  the  lame  time*  the  EI  also  checks  <Aa 
wording  on  object! vai  to  make  sure  thay  continue  *  3  match  what 
happens  at  the  site  and  in  toe  particular  job*    I*,  toere  are  any 
problewi  or  questioni,  the  eiEployer  relationa  specialist  should 
eitoer  handle  them  Erectly  or  refer  then  to  the  learning  manager. 
It  uaually  happens  that  the  learning  manager  has  written  the 
objectives  in  a  logical  order  in  toe  first  place  and  the  EI  will 
simply  Aeck  that  orders  rearranging  an  item  or  two,  and  verify 
its  accuracy. 

While  the  objectiver  are  beijig' priori tii:^d,  the  learning  manager 
and  student  should  be  routing  out  an  approximate  design  for  the 
project,  tte  student  will  have  bier*  at  the  aits  for  a  while  and 
sh^suld  know  enough  about  it  to  be  ai^le  to  plan  the  goneral  content 
a4*d  direction  of  project  activities.  Onca  the^jectives  reti^n 
from  thm  EI,  the  learning  manager  i^es  them  to  write  a  foraal 
draft  of  toe  project  based  on  notes  and  previot^  discussion  with 
the  student,  Bie  student  then  comes  in  and  together  they  refine 
the  wording #  finalize  criteria  luid  resources  and  set  formal  target 
dates. 

If  the  student  has  only  one  project  planed  for  that  site,  the 
objectives  may  translate  directly  into  specific  project  activities, 
ReniRgteer  the  dnforaation         resultant  ^ jectivis  constitute 

a  set  of  paraJBetar^,  m  inventory  or  data  baiyc  that  facilitates 
project  design.     Ail  information  is  s inject  to  the  learning 
manager's  professional  interpretation  and  the  student's  own 
dacisions  about  interests  and  needs  for  activities  at  that  site« 
While  objectives  may  be  somev^at  ^rsonalized  by  ^e  SHi  uid  SI 
because  ihey  alrea^  know  a  specific  student  is  intending  to' utilize 
a  sit^,  they  also  should  be  distinct  enough  that  toey  can  be  used  by 
other  studentf  who  may  decide  at  another  time  to  use  that  swe  site. 
Neither  LSAF  nor  objectives  in  theTO elves  equate  to  project  designs, 

NOfS^    Thm  Bmmplm  Immming  Qbjmatxvmm  mh^m  in  this  I  tarn  wmrm 
dmrivmd  from  thm  Lmmming  Sitm  An^ly&iM  Fom  MmplMymd  in  Appmndi^  H 
of  EmplQ^Br/Cmwmunitg  BBmour^mm  >    Thmt  smnm  mppmndi  t  pZQvid&m  m 
BimwXatmd  wmlk^through  of  thm  mmploymr  imt^uatQr/mmploymr  rmXmtionm 
mpe^Mllmt  intmrvimf  dming  whiA  tte  LS^F  data  were  gattered. 
Appmndix  a  b£  Cmriaulm  s  Jnsfcrugtion  diBpl^ys  sl  list  of  Imarning 
objmGtivmM  thmt  could  bm  drmwn  from  that  LSAF.    Thm  ^jectlves  are 
dividmd  according  to  thm  LSAF  pagmm  from  whi^  they  wmre  dmrlvmd. 
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Agree  on  projeat  titles,  life  Skills  areas  and  ratianali 
B tatements 


Hie  project  title.  Life  Skilli  focus  and  rationale  statements  are 
import^t  first  steps  taken  by  student  and  learhing  manager  in 
warning  up  to  what  tiiay  plan  t©  do  with  a  partiGular  project*  In 
arriving  at  them,  student  and  learoing, manager  will  be  synthaaiaing 

1,  asaessment  data,  particularly  eoncarning  laaic  Skills 
abilitias 

2,  personal  con^raations  they  have  had  ^ouc  the 
student's  iritereats  and  goals,  especially  tee 
leaCTin^  style  self^aaieasmant  interview 

3,  tee  student's  past  and  present  Career  Developftent 
es^eriencBS  Md  plans  ,  ' 

tels  information  should  be  simaari^ed^on  the  first  p^ge  of  tee 
project  form*     In  addition ,  the  project  starting  da  to  should  be 
noted  , in  the  IM'm  records,  posted  on  the  ttudent  status  board  and 
entered  in  tee  progr^'s  Master  Hecords*^ 


PROJECT    TITLE    AND.  LIFE    SKILLS  FOCUS 


Each  project  must  be  focused  on  a 'particular  Life  Skills  area*  Ihe 
title  should  generally  define  the  topic  of  study  within  the  Life 
Skills  area*    Negotiationv usually  begins  with  tee  student  having  a 
rather  specific  interest  but  being  leas  clear  as  to  what  Life  Skills 
area  it  should  be  matrtad  to?  particularly  if  the  topic  saems  to 
fall  into  an  area  where  the  student,  has  alrea^  completed  the  two 
required  projects*  .  Some  creativity  by  tee  learning  manager  may 
be  needed  to  "fit"  a  topic  to  a  Life  Skills  area*  but  care  should 
be  taken  not  to  do  this  artitrarily^^the  Life  Skills  araa  will 
influence  significmitly  the  nature  of  the  learTiing  activities  the 
student  will  be  perfd^ning* 


Also,  titles  should  be  descriptive  of  what  tee  student  will  actually 
be  doing.    Keep  in  mind  tftat  many  people  imfamiliar  with  the  program 
will  be  looking  at  projact  titles  m  teey  appear  in  tt*^  studant's 
credentialing  records,     Accui'ate  titles  cm  help  collage  registrars 
and  potential  employers  gain  a  better  seme  of  exactly  what  the 
student  laamed  while  in  EBCT, 
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RATIONALE  STATEMENTS 


Thm  projaet  torn  has  plaees  for  bo  to  the  student  and  the  learning 
nanagar  to  s^ta  why  the  particular  project  is  being  designed* 
These  in  affect  are  a  way  to  "identify  the  problem  or  issue" 
%/hiA  is  the  first  step  taJcan  in  the  critical  thiiyting  process* 

Learning  Manager  Rationale 

learning  meager  rationale  statiment  is  already  written  for 
predasignad  projects  and  is  aaanded  if  major  Aanges  are  negotiated 
in  activities  or  critafia,     Hery  the  learning  Mnager  states  why 
the  project  is  reasonable  for  a  parmeulM  student  and  notes  any 
specific  coisDents  that  need  be  made  regarding  the  inco^oration 
of  Basic  Skills  activities*    Usiially  this  entails  only  a  sentence 
or  to#o  but  it  should  ttta.into  accoimt  professional  judpaents 
regar^ng  tiie  student's  growth,  prevloi^  assessaent  inforraatton 
Md  any  relevant  conversation  with  the  student  regarding  the 
particular  project. 

Student  Rationale 

Ihe  student  ration^a  stateoant  is  not  required  for  predesignad 
projects  unless  major  Aanges  haw  been  negotiated  with  ^e 
learning  manager.    For  individually  negotiated  projects  *  toe  student 
states  in  his  or  her  own  wards  why  the  project  topic  wa^  diosen  and 
h^  it  relates  to  personal  interest #  needs  ahd  abilities.  As 
with  the  learninf  manager's  statentent^  this,  is  usually  quite  brief 
and  to  tha  paint*    It  should ^  hwevr^r^  result  from  serious  discussion 
with  the  learning  manager  about  strangths  Md  weaknesses  and  how 
Ua  project  will  help  achieve  specific  learriing  goals  and  move 
toward  broader  career/life  goals* 

While  both  student  and  learning  manager  rationale  staiiements  may 
be  quite  simple  on  paper,  they  represent  critical  first  steps  in 
nr  -  v--i  rig  intf^rpersonal  relationship  that  is  in  itself  Bn  ii^rtant 

;;c£i4.    ^e  negatiation  that  leads  up  to  the  statements 
^ii  iu  3luda  talking  about  the  student's  past  perfoOTance  and 

seriuu^  L/  considering  ^at  the  student  a^^cts  out  of  these  learning 
ej^erienoes. 


'  CROSS-REFERENCE  - 


Thm  gmtiiering  of  mmsmsMmmnt  data  ^or  usm  in  projmatM  is  m^plMinmd 
in  "Lm^rnlng  PlAn  Nrngoti^tion/'  prngms  54^65, 
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Negotiate  project  actLvities,  resourcoi:  and  products/ 
criteria  (including  Basic  Skills  w^d,  as  possiilar 
smployer/coMtmity  site  activities) 


Projects  usually  have  f:^om  three  to  five  activities/  each  writtan  / 
on  a  separate  page  in  Viie  project  form,     in  parallel  coIoths  en 
the  sasa  page  as  tiie  activity^  ^e  student  and  leaming  manager 
decide  raipugceA  needed  to  complete  the  activity  and  agree  on 
products  and  criteria  toat  will  be  used  to  evaluate  the  student's 
perforiaance,    Oiese  aleoents  are  the  heart  of  the  project*  Ciey 
should  describe  ttie  various  ways  the  student's  leaming  is  tailored 
to  matA  specific  interests  and  needs  and  should  relate  directly 
to  the  rationale  statements  given  on  the  first  page  of  thm  project* 
{See  the  preceding  Item.) 

TOgether/  activities,  resources  ^d  products/criteria  shoiU^d 
conbine  learning  in  all  three  OTrrieulra  Mmponents  and  cos^ilse 
a  coherent  wd  personally  relevmt  set  of  e^eriences  for  each 
student*     In  the  case  of  predesigned  projects,  these  eleosnts  are 
alrea^  written  on  thm  project  form  for  each  Life  Skills  area. 
'Bie  student  and  leaming  aanager  may,  hwever/  ^iodse  to  renegotiate 
my  or  all  of  ttiese  to  better  match  the  student's  unique  situation. 
If  this  happens/  the  leaK^ng  managar  shouldMMke  sure  that  the  new 
activities  or  criteria  continue  to  generally  address  the  Life 
Skills  objec^ves  for  whicii  toe  project         predesigned  in  the 
first  place*  ]  . 


ACTIVITrES 


Activities  are  the  specific  tasks ^  thm  student  will  perform  in  the 
course  of  the  project*    In  thm  case  of  projects  designed  aroi^d 
employer  sites  *  activities  will  also  reflect  work  tasks  perforaed 
there  and  relate  directly  to  the  student's  learning  of  Career 
DevelopMnt  skills.    In  ether  projects^  activitifts  might  result 
from  fr^onversation  wito  thm  student  concerning  a  particular  interests 
skill  or  hobby.    Whenever  possible?  thm  student  should  take  the 
lead  in  writing  project  activities  that  are  personally  meaningful 
and  challenging*    All  activities  should 

1.  incorporate  as  many  learning  objectives  from  a  given 
Life  Skills  area  as  may  be  built  reasonably  into  an 
integrated  set  of  es^eriences  (see  Appendix  A  for 
guidelines  and  objectiws  for  each  Life  Skills  area) 

2,  involve  the  student  in  practicing  Basic  Skills 
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3.  ba  perfoiTOd  as  muA  as  possihj.c        employer/ eommiity 
sites 

4.  include  both  "hands-on"  aiid  analytir;  {^bsarvin^, 
describing ^  generalizing)  aetivities 

5.  foll^  logically  cTi  one  anotoer 

assist  the  student  fenerally  in  "learning  how  to 
leam" 

7.    be  written  so  that  evaluation  can  be  maw  by 
observing  perforaanoe  or  inspecting  the  results 
(produetj)  o£  perfomanee 

Try#  when  writing  activities  ?  to  be  speoific*    Break  down  aore 
general  tasks  into  si^tasks.    ttia  helps  the  student  hmdle  eaoh 
one  isore  effectively.    It  also  persita  the  resoitt'oes  md  orieeria 
coliOTis  to  be  broken  down  along  the  smoe  lines  #  thereby  providing 
for  sore  a^licit  listing  of  resources  and  clearly  stated 
evaluation  criteria.  . 

Employer  Sita  Activities  . 

Bfltployer  site  activities  are  toose  written  to  be  per forMd  at  a 
career,  exploration  or  learning  lev^l  sitai    OnjQcca#ion,  skill 
bmldinq  levels  may  have  projects  written  for  jUiam  (see  Item  16)  • 

All  learning  levels  must  have  projects  written  to  parallel  the 
student's  site  ei^riendes.,  l^^Fbr^^         activi<;ies  should  be  based 
on  learning  objectives /&r±ved  fros  Site  Analysis  Eom 

inforsiation  Csee  Item  loj  .  /  Learning  level  projects  are  often  done 
completely  at  thm  site/ and  will  be  closely  related  to  the  Job 
skills  the  student  ia-^reafiiihgy  tiie  object  of 

the  project  is  not/W  gain  Jobjskilli      Skill  building  levels 
provide  for  that  pu^ose.    Ratoer^  the  project  is  a  way  of  making 
use  of  jc^^  skills  learnin^^  ahd^^e  site  in  general  (people  # 
materials,  equipment) ^t^-a^ieve  cofl^rehensive  learning  goals 
in  all  three  cvurriculiffl  coi^onento.    Thm  project  does  not  have  to 
strictly  follow  aie  jobi  nor  ftMd  it  be  confined  to  a  single  site. 

13iv^  a  student  spending  si%  we^s  learning  about  security  patrols 
might  have  a  project  in  ftm^tional  citizenship  tiiat  incor^rates 
his  or  her  learning  of  ^e  many  responsibilities  and  legal 
restrictions  of  that  particular  occupation.    Qtk  the  other  hand, 
anotheir  student  us.^Jig  tte  sama  site  for  a  learning  level  Mght 
^oose  to  inco^ormte  only  part  of  his  or  her  experiehces  in,  for 
eKample^  a  creative  development  project  activity  on  enployer 
advertising  techniques.    In  the  latter  case  tiia  student  M0it  be 
using  several  employer  sites  { exploration  and/or  learning  level 
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typee)  to  gain  a  perspective  of  how  advertising  is  dealt  wiUi  from 
sevaraJL  pointi  of  view.    In  the  caaa  of  the  saourity  patrol  sita, 
£  or  inatanse ,  the  student  eould  work  with  his  or  her  eK^loyer 
instruotor  in  ping  advertising  tadiniqutM  as  a  public  service  for 
informing  peopla  about  residential  burglary  probleins  and  offering 
suggestioni  far  making  homes  mre  seoura.. 

fty,  when  negatiay.ng  projacts,  to  help  the  stu^rLLeapitali^a  on  - 
the  infinite  variety  of  paisibilities^^ro5ec^  offer,  Som 
^  students  may  prefear  to  limt  their  projects  to  lingla  sitss,^  Others 
will  find  toair  interests .  are  best  pursuad  acrsis  many  siteg.  What 
Is  important  ii,  that  studariti  cbme  to  sea  and  e^erience  how  Basic 
Skills  and  Life  Skills  arf  procasses  that  occur  everywherai  we  all 
havs  need  of  toem  in  varying  ways*    Similarly,  while  Caraar 
Development  relates  to  job  skills  leajming^  it  also  has  many  points 
of  contact  ^with  Life  Skills '  ajid  Basic  Skills* 

Basic  Skills  Aetivltlas 


Practice  in  Basie  Skills  is  impliait  in  all  learning.    Unless  a 
student  has  a  atrong  need  for  or  interest  in  concantrating  on 
i>^licit  Basic- Skills  acti^ties  learning  in  this  co^onent  ii  ^ 
usually  attached  to  activities  directed  more  specifically  to'  Life 
Skilla  or  Career  Development  ^goals .  ■  For  instance    it  is  not 
necessary  to  write  an  acti^ty  stating  toat  *'Jadc  will  complete 
siK  trigonometry  problems"  for  a  science  project  at  a  surveyor's 
site.    Instead^  an  activity  mi0it  read^  "Jack  will  aseartain  the 
distance  and  elevations  of  three  far=-away  objects  by  using  a 
transit  and  perfoming  ^e  necessary  mathematics." 

Similarly,  a  student^s Caraar  DevelopMnf  ^ati\^tiea  for  a  laaming 
level  at  an  autofflativa  shop  might  include  Basic  Skills  practice  in 
mathematias  for  invoices  and  pricing,  coimuniaftio^^or  customer 
service  'and  .writing  ads  and  reading  for  understtoding  automotive 
principlei  /  shop  manuals  and  so  forth*    At  the  same  tire  ,  the 
student  might  be  working  on  a  Life  Skills  science  project  and  be 
pursuing  the  matii  heeded  for  studying  the  ecological  Implications 
of  automobilea ,  exercising  commuiu cations  skills  needed  to  intarviev 
people  on  seniiti^  environmental^i^sues  and  developing  rea^ng^^and 
analysis  skills  necessary  for  understan^ng  complex  and  conflictinf 
literature  on  the  subject,     ^us  the  student  approached  the  Basic 
Skills  from  a  spacific  job  irv  which  he  or  she  is  interested  (Career 
Developmant)  and  from  a  n^re  .general  Life  Skills  point  of  view*  In 
boto  casas  the  Basic  Skills  are  learned  and  improved  through 
application  in  realistic  situations,  ^ 

f }  ;  ^  ^ 

-    "       *         ^        _  '         _  ^  '  '' 

Most  often,  Basic  Skills  learning  is  provided  f-^r  by  the  type  of.. 
product  Md  evaluatioh  criteria  negotiated  for  each  aetivity--*see 
below,  "Basic  Skills /Criteria, "  page  249.    See  also  Item  13  for 
,  special  projects  that  can  ba  written  to  directly  address  Basi,c 
Skills  for  intensive  advanced  or  remedial  pi^poseSi 
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RESOURCES 


Par  each  aetivity,  or  sybtask  wittin  an  aativity,  student  and 
leading  manager  agret  on  tiiosa  materially  people  and  plaoaa 
neeass«y  for  con^leting  tte  ao^vity*    ffliesa  are  listed  in  the 
rasouraes  colum  of  tdie  erojeet  fooi. 

For  predeii^ed  projecti^  reiourcei  are  sket^ad  in  alrea^,  The 
itudent  is  alio  free  to  identic  otteri  thi.t  aay 'be  more  appropriate 
to  his  or  her  naedi ,    Reiourcei  are  obtained  at  the  laaraing  center, 
thrfai^h  learning  eenter  ra£ar*enee  filei  or  in  the  aourae  of  the- 
student •  1  Qvm  invaitigation  of  various  looatipns  in  the  comnunity. 
Learning  f:MUm.^mmm  ray  keap  their  own  files  of!  resaitt«s  they  notise 
are  used  .^ec^^^ifrantly  by  various  students,    Ihii  will  happen 
partioula.ay  with  predesignad  projeete  in  whidi  studants  will  be 
exuiining  similar  areas. 


People  Ara  the  Most  Important  RasQurce 


People  will  often  be  the  most  valu^le  rasouree  for  student  projects, 
Meeting  new  people^ at  various  eraployar  and  community  sites  in/ their 
city  can       ainong  ^e  most  positive  and  fulfilling  e^^eriencps 
studants  have  while  in  BBCT*    incowaga  students  to  take  tha^ 
initiativa  in  identifying  resouroas  and /Co  go  to  librarias,/ 
anjs.atOT#  employer  sitas**wherever  tiiay  piink  thay  might  find 
someone  or  something  to  help  tham.    lhai  learning  aenter  shoi^d  have 
files  of  peopla  who  have  worked,  with  stiidants  in  the  ^st /£r  have 
indicated  an  intaresti  in  doing  so.    Sirailpirly^  files  and  Mntaets 
made  by  araployar  rala^ions  speoialists  and  other  staff  will  help 
give  students  further  olues  as  to  where  they  might  l^k/  For  site- 
relatad  projects,  an^loyar  instruotors  will  giva  st^n4s  lea^ 
or  land  them  materials  t  *  / 

Also  remind  studants  of  the  "ehain  reaction"  ef feat— how  one  parson, 
can  giya  them  leads  to  ottar  paople  who  in  tura  will  know  of  more 
peopla  or  places*    For  a  projact  in  whi^  resouroas  i/ra  particularly 
hard  to  find/ you  mi^t  write  an  activity  into  the  projact  tiiat 
involves  tha  sti^ent  focusing  on  ttie  search  for  resources  and 
plotting  the  trail  he  or  she  followed  in  obtaining  neadad  mitariils 
or  information.  . 

Students  should  also  look  to  one  another  for  help  in  tradcing  down 
rasourcef .    Laajming  managers  can  suggest  names  of  other  students 
who  have  had  siailar  rasourca  naads  or.  studants  theMeli^s  can  ask 
around  tha  learaing  aenter,    Soaatimas  students  will  team  for 
grot^  pro j eats  and  cooperata  in  locating  and  using  resourcas  mi 
craating  products.    Similarly^  'student  can  tutor  one  anotoar  in 
specific  ikill^— such  as  playing  a  guitar,  perfoCTiing  surveying 
tasks,  writingja  science  fiction  story,  laaming  percantagas  apd 
so  forto.    In  iuch  cases,  bom  students  could  gain  projact  credit. 


cumiavwM  $  instruction 


See  Item  16  for  dise\asaion  of  the  major  kinto  of  resources  students 
uf.a  for  pTOjacta*  - 

Learning  Managers  May  Nead  Rasburces  ^ 

Laaifning  raanagers  tiieTOalves  often  need  to  lopk  at  specific  rsiouroe 
mtsrialSf  mumllY  literature  of  some  kind*  to  "prep"  for  negotiation 
of  partioular  projeot  topica*    It  is  useful  to  isk  the  student  to 
find  a  stii table  book  and  bring  it  to  ^ou  for  toil  purpose,  A 
skilled  learning  manager  CBn,  by  scanning  a  few  references,  reading 
introductory  materials  and  on  ocoaaion  by  contacting  a  resouroe 
person*  prepare  for. negotiating  the  details  of  any  Life  Skills 
prpject  in  a  reasonitoly  short  time. 

Bie  Life  Skills  ea^hasize  procesaea  i  aetivi tits  should  be  written  so 
that  tta  leamin'g  manager  .does  not  have  to  be  a  si^jeot  matter 
expert  in  every  field,    ae  whole  intention  of  projects  is  that 
students  t^e  the  lead  in  planning  their  own  1  facing  and  staff 
serve  supportive  roles,    ^us  an  aotivity  to  be  done  at  m  employer 
site  might  require  the  itudent  to  "demonstrate  fMdliarity"  with 
optometry  eqittpment  and  prinoiples  "to  the  satisfaction  of  the 
employer  instructor*"    In  sueh  a  case  the  learning  manager  need  not 
be  a  specialist  in  that  areai  resources  can  be  located  by  the  ^ 
student  in  cooperation  witt  the  employer  ihstructor  and  activities 
can  be  evaluated  by  the  EI* 


PRODUCTS  AND  CRITERIA 


Thm  produotE/criteria  co1t™i  of  the  projeot  specifies  those  agreed^ 
or\  results  of  project  activities  that  will  den»nstrate  i  the  student *s 
.use  of  resources  to  adiieve  specifio  levels  of  perforaanoe  in  each 
activity  / "  Try  to  avoid  having  every  product  be  some  thing  written* 
Instead  encourage  students  tp^be  imaginative  and  ei^lora  new  forms 
of  self-expression.    Project  products  can  be  as  diverse  las  skits, 
tapes,  films,  slides /  collages.    At  the  same  time^  some  written 
products  should  be  built  into  ea^  project  to  inside  continued 
exercise  in  writing/con^oaition  skills.    In  predesigned  projects, 
students  usually  select  from  suggested  products  and  learning 
managers  negotiate  specific  perfonnance  levels  to  be  demonstrated 
in  Uieir  completion*  ^ 

■  ■  \ 

Performance  Livals  \ 

Ihe  *moit  important  thing  about  products/criteria  is  that  the^ 
should  specify  performance  levels  appropriate  to'  the  student *s 
individual  abilities  and  interests /goals .    toilitits  are  determined 
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Projects  (Item  12) 


from  aasaiament  data  and  obiervations  of  paat  perferiBanca  in  all  // 
thMe  curriculum  areas.  Inttreits  and  goals  are  identifitd  by  th0 
student  in  convoirsatiMs  witii\staff,  it  is  tha  learning  Managers 
rasponsibility  to  nagQ^ats  levels  o£  parfQrmanee  that  /f 

1.  ^anTOuraga  the  student  to  inereasa  presant  abiiities^ 

A 

2,  ara  raasonable  in  the  light  of  Uie  student's  careai  - 
and  Ufa  geals  // 

'  ^  ■  '  / 

Parforinanee  levels  are  frequently  implied  in  the  wording  of  the 
projeet  activity  itself,    ais  happens  mokt  often  withTactlvities 
to  ba  done  at  employar  sitM  "to  the  satisfaction  of  the  e^loyer 
instructor."    For  learning  activities  that  ara  also  i&'-speciflc 
skills,  tha  eiqployar  instructor  is  in  tha  bast  position  to  both  ^ 
set  the  criteria  and  actually  evaluate  the  student's  actions. 


Basic  Skms  Criteria  -^  -  ^ 

Xndividually  negotiated  criteria  ara  also  applied  to  the  student's 

of  Basic  Skills  in  eadi  activity.     For  axai^le,  a  student  whose 
assassiaent  data  ^d/or  past  parfcrnfflica  shows  a  wa^uiess  in 
matiiematics  and  strengths  in  consnimications  s^kills  might  ba  asked  to  ' 
produce  a  well-written  and  organl^ad  e^lanation  mathematic 
processas  usad  at  a  sita  or  in. a  particular  subjact  area*  ais 
explanation  might  require  hi0i  proficiency  in  writing  and  coB^osition 
and  also  require  ttia  studant  to  confTOnt  and  make  some  pregresi  in 
handling  tha  matiieiiiatic  skills  tiiat  need  is^rowment.  Evaluation 
of  sudi  a  product  would  apply  higher  parformance  standards  to  ^e 
written  aspect  than  it  would  to  tha  n^thi  in  both  aiaas,  however, 
<.tha  student  would  ba  ejected  to  "show  progress*'*       '  ^ 

Life  Skill i  Criteria  \ 

similarly^  refinement  of  Life  Skills  is  generally  built  into 
activities  and  specified  in  the  products/critaria*    Again  i  care 
should  be  taken  to  nago*jiata  products  and  criteria  appropriate  to 
the  individual's  abilities  and  interests,    ae  student's  first 
project  in  ea^  area  gives  a  good  in^cation  of  what  skills  the 
student  has  and  how  wall\  they  can  be  applied.    Tv^  to  build 'on 
those  profieiaricies  when  negotiating  products/criteria  for  the 
second  project  in  ea^  area,    Bius  a  studant  who  initially  e^ibits 
little  interest  or  iklll  in  a  Life  Skills  area  might  ba  es^ctad 
only  ti-^  master  individual  tasks  and  apply  them  in  various  situations  i 
tiia  saCTnd  project  would  than  require  the  student  to  build  on  those 
tasks,  bringing  them  togethar  in  mora  complex  applications* 
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CUmiCUWM  S  INSTRUCTlOtI 


\ 


\    '       \  '  ■ 

Qiallenge  it^idthts  eonitantly  te  streteh  teemaelves'  in  every 
leaming  lituation  but  don't  aak  them  to  aohieva  ikilia  they  wi^ll 
never  u^a  again.    First  make  sure  the  student  aan  c©mprehand  ^ 
generally  what  aadi  Life  Skill  is  all  toout  and  has  a  feel  for  hew 
it  Qmn  iapmmt  his  ar  har  life«    After  that  the  degree  tc  whl^  a 
st^dittt-agqi^res  ad^ieed  profieiengies  ifi  an  area  must  be  degidad 
ultimately  by  the  studen^tl^  By  "learni  students 
are  better  able  ts  deaide^  at  any  polrit^'tn  their  livei  wKit  skills 
they  need  and  what  OTuries  of  aetion  they  ean  take  to  a^uire  them* 


anenga  Students 


-  -    -  -^-r---T-.-i^^.grn-^r.  mOBS^REFEBENCES    -    ^   ^    -.  -  --       -    '.    -  - 

re  better  ufjdarstwd  hoi^  omitm  pTojeat  mctlvitiBB  work,  you  may 
wigh  tQ  rBview  "CMrmmr  Explormtions /'  pages  105^186,  and  "learning 
M  Skill  Bijdlding  LmvmlM pages  S77^327, 


On- 
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Projmats  (Item  13) 


Provids  for  special  lasic  Skills  projeats  as  neceisary 


Basis  Skills  projects  are  written  for  two  purposes  i 

1#     for  those  stusSenta  with  spaoial  interasts  and 
aptltudea  who  wish  to  pursue  intensive  study  in 
a  Basis  Skilly  area 

2.     for  lAose  stiKlents  whose  assessmant  or  parfonflanci 
shows  serious  deficiencies  in  fimdarental  iMic 
Skills— that  is^  those  skills  nea'ded  before  problene 
aan  be  solved  or  concepts  laaraed 


ADVANCED  STUDY 


Most  often,  advanced  Basic  Skills  woric^  takes  the  form  of  either 
attendance  at  local »  hi0i  school  or  college  classes  or  le_arning 
level  participation  at  an  en©loyar  site  offering  tasks  md 
experimces  Mat  will  axercisa  4ie  student's  advanc^ed  skills.  In 
the  latter  case^  the  student  may  esttolish  a  seadtutbrilal 
a^rangasient  with,  an  @nployer  inst*nictor  with  the  necessary  ei^ertise 
and  extra  time  available  to  woik  with  the  student*    Tutors^  at  the 
learning  center  can  also  help  students  in  advMcad  Skill  areas-^r 
see  Item  16.    Tutors  can  be  costly  and  should  not  be  reliad  on  as  a 
major  resource  unless  your  program  has  many  volijnteer  tutors 
available. 


When  advi^nced  study  is  to  be  substituted  for  project  credits 
arrang^ents  are  negotiated  and  recorded  in  the  standard  project 
format  with  a  claar  rational©  statement  of  tha  in^id.dual's  need 
for  su^  siipstitutions.    Try^  whenever  possl^ la #  to  integrate 
advanced  work  with  projects,  rather  toan  substituting  for  them •  A 
student  woricing  with  advanced  algebra  at  m  electronics  site,  for 
instance,,  could  ha^  that  work  built  in  as  sevtral  actiirt.ties  of  a 
science  project*    ttis  would  enable  the  student  to  practice 
algebraic  skills  while  also  addressing  other  science  issues  ttiat 
could  be  written  into  the  project* 


When  to  Substituti 


/  ^ 


ohe  Hay  factor  is  how  much  ti^  tte  student's  advanced  study  takaa 
out  of  the  program  day*    In  the  case  of  a  girl  taking  a  class  in 
calculM,  for  exanpla^  it  would  not  be  as  reasonable  to  substitute 


SSI 


that  for  m  leianQe  pMjeel:  becauga  the  elaas  wo\^d  already  be 
taking  qi^tte  a  bit  of  hav  time  and  would       addfesilng  few  if  any 
of  the  ^jeetiTOe  considered  aaaential  to  science  ae  a  Life  Skills 

project  area*     .  . 

\ 

We  prefer  tc  m^a  substitution  arrsngenents  and  rationalip  statements 
frankly  in  t^^M  of  whara  the  itudent  is  without  laeored' attan^ti 
to  represent  additional  Basic  Skills  woric       Life  Skills  work«  It 
may  be  for  a  particular  stiMant  that  it  4s  more  vali^le  (both  in 
tans  of  iame^ate  learning  goals  and  broa^r  career/life  go4ls) 
to  pursue  an  aovanced  skills  course  in  lieu  of  work  in  one  Life 
Skills  area*    St^  ivA^tmntm  must  be  .made  individually  for  each 
student  and  depend  on  the  student  and  lemming  manager  being 
honest  and  accurate  in  tiielr  appraisal  of  tht  studaikt'i  nee^  wd 
goals*    Hiis  logic  applies  equally  to  st^stitutiona  for  remedial 
itu^  as  it  does  to  ad^^ced  work* 

.  '  '      f    ^     ■  .  ^ 

REMEDIAL  STUDY 

AS  with  ad^i^cad  s^u^f  remedial  woA  should  as  snidi  as  possible 
be  coflisined  wi^  Life  Skills  project  Md  anployer  iita  activities. 
In  iTjorapMrious/^ases^  where  itudenti  have  major  weaknesses  in  one 
or  mor|r  skill  ueaS/  intensive  stiM^  can  be  siisstituted  for  a 
project*    Reaiedial  study  may  be  through  classes  ^  with  tutors  or  wito 
profranmd  leaning  matarials«    Classes  and  tutoss  are  disclosed 
.in  Item  16*    B4sia  Skills  prograarod  materials  receive  attention 
below*    Your  local  sAool  district  or  ceimunity  college\ray  also 
offer  ser^ces  your  students  can  use  for  special  Basic  Skills 
diagnosis  and  treatis^nt*    Oiese  may  range  from  consultation  with  a 
readipg  or  laath  specialist  to  conpleta  workshop  centers. 

What  is  important  to  note  here  is  tiiat  we  use  whatever  works  for 
thm  indi'^dual  student*    Some  My  be  comfortable  working  alone  with 
programBad  materials*    Others  My  require  tutorial  and/or  en^loyer 
instructor  si^port  in  addition  to  qr  instead  of  mm  of  prograroaed 
materials*    Othars  aay  be  helped  trough  referral  to  special 
classes  or  consultMts*    Similarly  *  assessment  and  evaluation 
tediniquas  are  adjustad  to  match  in^vidual  circ^Mtances,    ^ha  " 
programmed  materials  ^  for  instance  *  provide  a  conpiate  spectrtan 
of  pre*  and  post- tests  and  a  mettod  ^or  developing  a  profile  on  the 
student's  abilities  in  terms  of  toe  prograwftid  units*    Biis  permits 
great  flexibility  with  respect  to  where  a  student  begins  and  ends 
working  with  the  materials  and  how  ha  or  she  uses  them*  '  - 
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Pm^jeatM  (Itmm  13) 


,Mh1eh  Students  Nead  Ramedlal  Wof^ 

Rimgdial  work  foau^es  on  those  studtnte  whose  Sasio  Skills  abilities 
are  not  suffieMnt  to  enable  ttiem  to  perfom  the  learning  tad  living 
tasks  they  nonaally  enooimter.    fte  program  tries  to  avoid  group 
noCTis  as  a  way  of  deterMning  exactly  when  a  student's  needs  are 
serioM  tnough  to  warrant  reniedial  study.    Instead  staff  try  to 
rely  on  cosroon  indicators  from  daily  life—qah  ttie  student  read 
well  enough  to  intej^ret  maps ,  newspapera  ,.  instruotional  manuals, 
is-  the  student  able  to  do  the  math  necessa^  to  budget  a  family 
inoome*  compute  taj^s  md  so  fortii?    Dia^oitio  testirig  will  reveal 
soM  of  these  abilities.    You  should  al£     look  at  the  student's 
actual  perfortawce  of  tasks**can  he  or  she  read  directions  and 
gosplete  the  Ssqploration  Packages?    How  is  the  student  doing  with 
the  coii^tencies?    Wiat  do  employer  instructors  report  ^out  tiie 
student's  onsite  performMce  of  actiidtles? 

Staff  try  to  deta^rine  reMdial  nee^  wi^in  tiie  opening  weeks  of 
the  sciiool  year,    ais  w^  a  i^pecial  Basic  Skills  program  i^an  be 
iniplefflented  soon  enou^i  as  to  avoid  too  mudh  disruption  of  the 
student's  norMl  learning  acti^ties^    Unless  toe  student  is 
totally  illiterate,  for  instMce,  projects  and  enployer  site 
actii^ties  can  be  performed  at  the  same  ti^fie  bm  remedial  study  is 
underway, 


PROGRAMMED  WTERIALS 


For  both  advanced  and  remedial  Basic  Skills  work #  prograssned 
learning  materials  and  kits  can  be  invaluable  resources,  Biese 
materials  are  hi^ly  flexible  and  are  broken  into  small  imits  that 
may  be  Med  with  tutoM  arid  ei^loyer  instructor  si^j^rt  or  by  the 
student  alone.    Following  is  a  suggested  sequence  of  steps  for 
inpleBtsnting  use  of  self^leajming  materials  i 

1,  A  preliminary  Basic  Skills  profile  is  drawn       and  the 
student  agrees  witt  the  learning  mmager  that  progMnmed 
materials  will  be  used  for  prqject  credit* 

2,  tte  student*  learaing  manager  and  learning  resource 
specialist  negotiate. which  imits  should  be  worked  on 
to  mat^  the  student's  Basic  Skills  needs,  \ 

3,  The  student ttikas  whatever  pretests  his  or  her  profile 
indiWat^s  are  necessary  to  further  define  the  area  of 
need, 

1  ' 

4,  fte  student  proceeds  with  the  materials  either  at  the 

learning  center  or  at  coranvmity  sites  ^  depen^ng  on 
arrMgements  agreed  on  wi^  the  learning  manager.  S 
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'CURRXCULUM  S  iNSmUCTXOti 


^  Thm  student  takes  postttsts  or  psrforro  related 
activitiei  at  eBployer  sites  in  spesifie  study  afceas 
mtil  ^e  dasirad  perforsiMee  level  is  demonstrated. 

S*    Pro j eat  oredit  is  granted  for  Ssonipletion  of  the  units 
negotiated. 


BASIC   SKILLS    SELF-ASSESSMENT  EXERCISES 

i  ^  ■ 

I 

taotiiar  way  to  address  both  diagnosis  ud  praotioe  of  Basio  Skills 
is  trough  use  of  self-assessnient  exereises  studanti  oan  perfom  at 
en^loyer  sites,     (iwples  of  exeroises  used  by  the  Ugard  SBQE 
prograsi  appear  in  Xppendijc  D.)    ^e  emroises  require  the  students 
to  select  rapreseiitatlve  site  tasks  relating  to.  reading^ 
coflnrauni  cations  and  matheinatlcs  mnd  to  co^ipletf  these  t^ks  to  tile 
satisfaction  of  the  employer  instructor*  , 

Use  of  these  exercises  enables  students  to  (a)  ^tain  a  realistic 
idea  of  the  Basic  Skills  requiremnts  af  se^ral  jobs  of  interest 
to  tiieHif  (b)  ^scovar  whether  they  can  perfom  at  theJevels 
*reqyirad  by  specific  jobs  and  (o)  idan^^  toose  skills  they  need 
to  ioprove  for  specific  career/life  'goals. 

'ttie  -exercises  also  help  students  focus  in  wre  on  why  they  like  or 
disiike"^a  certain  occupation  .nd  give  toem  a  more  reasonable  basis 
for  deciding  whether  to  attempt  more  diallenging  care^^rs * 

Bie  exercises  may  be  suggested  to  students  as  a  way  of  better 
identifying  specific  areas  of  strength  or  weakness,    dey  can  be 
written  as  specific  project  activities  or  substituted  for  the 
interview  portion  of  the  l^loration  Padcaga* 


.IN  SUMMARY 

Basic  Skills  study-^whither  for  fimdamental  skills  ia^rovemant  or 
for  advancenient/enrictinient  purposes  "Should  occur  as  much  as 
poBsibla  in  realistic  situations.    Encourage  students  to  be  applying 
'  donstantly  what  they  are  learning  to  specific  projects  Md  sites 
and  pro^de  for  evaluation  by  performance  as  well  as  by  tasting, 
A  student  working  with  prograOTed  materials  cm  bring  a  unit  (for 
a3^n^le>  percentages)  he  is  studying  with  him  to  his  laawiihg  level 
site  and  work  with  his  an^loytr  instructor  both  to  master  the 
unit's  concepts  and  to  apply  tham  directly  to  a  relavmt  job  task 
(for  ixan^le,.  diacomt  pricing)  *    In  this  case  he  would  not  have  to 
takm  the  unit's  posttest  but  instead  can  recaive  his  employer 


Projmats  (It&m  13} 


inatruetor's  aar-tifiMtiQn  that  hm  has  aehievad  th©  nacaasary 
profieian^  and  shown  it  by  applying  tot  skill  aucciassfully  to  a 
raai  task.     In  toa  sama  way  a  sttMent  attanding  a  loeal  CQimunity 
OTllage  glus  in  advwead  algabra  Mght  be  lasting  her  QOfl^rehsnsion 
regularly         applying  what  sha  hag  laamad/to  har  learning  level 
aj^erienaaa  with  M  anginaering  firm. 


Bme  Itmm  16  of  this  BrnQtion  foff  rora  dlMCusMion  of  rmMOuraam 
MtudmntB  mm  for  prajmcts^ 

Sam  "Curriaulim  OutaonmB pagmB  34^30^  for  an  ovmrvimw  of  thm  ' 
BMsio  $killm  amnaultm  aohponmnt  and  rmfmnnoBM  to  the  mjor 
progrsumn&d  matmri&lB  mmd  by  t*^e  Tigmrd  SBCE  progrmm* 

Bamia  Skillm  MBlf^asMmssmmt  mxmraimmB  (diMplaymd  In  Appmndi^  D) 
ar©  aiso  mantlanmd  in  Tmlation  to  thm  Explormtian  PAckagm  in 
"Caraer  E^fplarmtionB  /'  psgm  155* 


I 

i 


255 


CURRICULUM  &  imTRUCTXQN 


Set  targat  dates  for  completing  project  activities 


Student  and  leazninf  oyLnage^f  ihoiUpd  agree  on  starting  and  astiAatad 
OTS^letion  dates  for  tiie  entire  projeot  as  well  as  for  individiial 
agti^rt,ties  within  the  prfejeot.    In  ietting'  these  dates  the  atudant 
aaams  responsibility  for  niuaging  his  or  her  own,  tine*    If  target 
dates  slip^  further  negotiation  mi;^t  t^e  place  to  set  nw  dates. 
Should  ^e  student  continue  to  miss  targets^  acTOuntability  ^ 
aonsequehaes  may  be  called  for*    For  escample^  the  learning  n^ager 
might  ask  the  stu^nt  to  stay  at  ^e  leading  oenter  »  e^ra 
hour  each  day  wtil  certain  activities  h^e  been  completedi  should 
the  student  still  fail  to  coaplete  activities  as  negotiated 
then  siore  serious  actim  will  be  taken  as  outlined  in  the  Student 
Accountability  System  (see  item  3^  P^ges  20S-209)  « 

In  monitDring  student  task  completion,  the  learning  manager  fulfills 
an  in^rtant  supportive  fwotion  with  respect  to  the  student's 
general  pe^onal  growth.    It  is  in^rtant  that  the  leariiing  manager 
keep  accurate  records  of  ta^et  datea^  for  all  studenu  and  not  let 
students  continue  missing  dates  over  long  period  of  time.  We 
expeat  dates  will  slip  sometimes  because  project  activities  often 
take  longer  tiian  ei^er  the  student  or  lea^ming  meager  mi^t 
reasonably  aj^ect*    l^rebver;  this  kind  of  Individualized  learning 
is  \^ually  new  to  students,    they  will  tend,  particularly  during 
their  first  few  projects,  to  miscalculate  how  wd  where  place 
their  energies. 

In  some  cases  a  student  might  renegoiiate  specific  activities  and 
hereby  cause  dates  to  be  renegotiated  as  well.    In  others #  the 
personal  freedom  coming  from  frequent  mowment  to  and  from  the 
learning  center  Md  contact  with  a  variety  of  new  environment  may 
lead  a  student  to  neglect  specific  obligations  in  favor  of  the 
"sheer  escperif^nce  of  it  all."    Bie  learning  n^ager,  must  be  ^le  to 
judge  individual  variations  in  learning  style  and  rate—what's 
^'stalling"  for  one  person  might  be  honest  caution  or  reoonsideration 
of  alternatives  for  another— and  respond  both  personally  and  / 
profesionally  to  each  situation  as  it  arises, 

/  ^  =  _  i    '  .  , 

Be  careful  to  keep  accurate  records  of  student  target  dates.  Plan 
conferences  with  students  to  dieck  on  their  progress  and  have 
these  conferences  coincide  with  the  interim  dates  pltoned  for 
individual  acti^lt-ies ,    Hfflie  management  and  accountability  are 
important;  concepts  students  will  be  "learning  by  doing"  M  they  work 
on  their  projects.    Learning  managers  should  be  rjonscienrious  in 
helping  students  meet  their  deadlines  and  should  qLvm  advice  to 
those  having  difficulty.    Special  workshops  on  task  planning  may 
be  necessary  fbr  some  students*      <     .  - 
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For  site-relatgd  projects,  gain  employer  initruetor's 
approval  ©£  proposed  aetivitias 


This  step  applita  largely  to  learning  level  prejecti*    Sinoe  theie 
projeota  mxm  built  fropi  Itaming  objeotives  whieh  the  OTplpyer 
inatruetor  has  already  verified  (see  Itm  10),  thii  step  my 
appear  to  be  a  foriMlity,     it  im  important #  however,  to  jnake  sure 
that  ohanges  in  wording  or  intent  that  might  have  occurred  during 
negotiation  d£  the  actual  prodect  contiiiue  to  matih  what  the  EI 
thinks  is  reasonable  for  the  student  to  perfora  at  the  site, 

/  ■  /  ' 

The  student  noraally  will  be  already  going  to  the  site  f o:r  other 
learning  level  aotivities  and  will  simply  bring  a  sopy  of  the 
projegt  to  the  SI  when  the  learning  manager  has  finished  witing 
it  up*    Any  questions  or  objections  toe  El  might  have  oan  ^ 
written  on  the  projeot  or  disoussed  with  the  raployer  relations 
specialist.    If  need  he,  the  learning  manager  oan  call  the  EI  and 
talk  about  the  projeot.    It  is  usually  the  cass  that,  between  the 
student  ^d  the  EHi,  the  employer  instructor 'a  qpiestions  can -be 
answered.    If  changes  are  to  be  made/  the  student  and;  learning 
i^nager  must  agree  on  th^« 


WHAT   THE    EI    SHOULD    LOOK  FOR 

The  ^ployer  instructor  should  first  check  that  activities  do  not 
conflict  with  ^^OTpany  policies #  safety  regulations,  union  rulge 
and  so  forth.    Then  the  skill  levels  retired  of  the  tasks  sh/ould 
be  coa^red  against  the  student's  abilities.    ^  the  tasks  require 
training  or  experience  the  student  doesn't  have?    Do  the  activities 
expect  to©  much  learning  too  fast?    Should  the  learning  of  other 
skills  be  handled  first?    Another  important  question  is  whether  or 
not  the  project  will  take  too  much  of  the  El's  time,    Also,  might 
the  student  be  interfering  with  work  production?    Finally,  the 
mployer  instructor  should  look  at  thm  criteria  for  evaluation  for  / 
those  abtivttles  the  Ml  will  be  judging.    Are  they  reasonable? 
Does  the  II  feel  c™fortable  with  making  those  jud^ents? 
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CURRICyLUM  B  imTWCTION 


Support  student  use  of  if^cial  placements,  tutors 
and  otter  t^^^  Miouroes 


EB^  ei^hasizes  the  psaeeiias  necessary  to  understand  and  work 
iffeotively  with  ttie  various  Life  Skills,    AoGordijigly,  the 
program  does  hot  autmatioally  provide  all  studsnts  with  tte 
degree  of  involveBient  tiity  might  desire  in  uy  given  area* 
^istead,  students  should  be  i^da  aware  of  the  major  kijids  of 
resauroes  they  might  use  for  intei^ive  puj^ult  of  m  parti oular 
s3d.ll  area«    ^ese  optlms/ow  be  used  for  iaqprov^g  defiaienoies 
or  gaining  advwoed  skills  in  i^rtually  wy  au^a  of  sti^dent 
interest*    They  should  serve /as  primary  resouroes  all  Students 
aonsidar  when  planning  their  projeot  aotivities.    Bii/ major 
resource  options  include  the  following  %  / 

!•    work  witii  tutors  and/or  any  einployer  instruators  with  the 
necessary  tiae  and  es^ertise  /' 

speci^3^  placeront  activities  at  a  slta/in  tiie  local 
Qoniiimiity  for  short-term  intansivi  study  in  a  given 
interest  area 

use  of  print  md  nOTprint  instructional  reaouraes  (often 
prograsmed  materials  from  tiie  learning  aenter) 

attendees  at  local  college  or  high  Bchool  classes 

skill  buildinq  level  attendance  at  some  enployer  sites  for 
acquisition  of  entry-level  skills  in  a  given  job/ 


2^ 

3* 

4. 
5. 


TUTORS    AND   EMPLOYER  INSTRUCTORS 


Tutors 

Tutors  Me  most  often  used  for  Basic  Skills  remediation  or 
development*    Biey  may  be  either  paid  or  volunteer  and  are  often 
aollege  students  or  retired  citizens  wito  es^ertise  in  given  ^ 
areas.    One  year#  the  figard  IBffi  progrM  was  fortmate  enough  to  . 
have  a  single  tutor  canpeterLt  in  all  math  m.mm  (botii  remedial  and 
advanoed)  as  wyll  as  in  eertain  slectronios  skills.    Students  were 
able  to  work  with'  h.1jn  in  the  Life  Skills  area  of  soianee  as  well 
as  for  various  Basio  Skills  needs . 


'\  Projma^  (Itmm  16) 


TatQ^B  may  use  programed  mata^riali  av^lable  at  the  canter  or 
other  ts^ti  and  matarialg  of  their  own  ehQiee,    *Riay  w©rk  elosaly 
with  the  lea^iing  oaanager  ta  insure  thm  student  is  gaining  the 
s3d.lls  appTOpriats  to  his  sr  her  needs  and  may  use  their  awn 
aasesaTOnt/evaluation  tecimiques  ai^  need  be. 

Tutors  may  be  i^ed  for  however  long  a  student  needs  to  achieve 
desiied  profiaienoiee.    "flius  a  stu^nt  ifiight  contaat  a  tutor  for 
a  week  of  intensivm  study  in  granmiar  or  for  three  months  "of  i 
oare^lly  planned  re^ew  of  fmidamental  mathematiGs,    ^tors  are 
also  helpful  in  students'  preparation  for  co^etency  eertification 
(for  example,  learning  how  to  balMoe  a  sheok  book  or  o^^ute 
taxes) .  . 

The  basic  sequence  of  steps  taken  to  inco^orate  use  of  tutors  into'^ 
a  student's  project' work  is  ab  folios  i  - 
■  /       "  ' 
/  ■  ^.     ■  - 

1*    The  student  Mid  learning  manager  agree  on  need  and 

/negotiate  a  project  activity  (or  entire  project  *  if  ^.^-^ 
the  scope  of  learning  warrants)  to  include  work  wj^tif" 
tutor*  ^...-^ 

2,  Bie  learning  mmager  writes  "need  staterfant"  specifying 
areas  in  whidi  stt^nt  requires  tutfirial  assistmce*. 

3,  The  studant  and  learaing  resource  socialist  arrange  for 
a  tutor, 

4.  Student  records  are  sharert  as  necassary  with  the  tutor* 

5.  Tha  student  and  tutor  meat  to  ^velop  specific  objectives 
and  schedules « 

6*    Bie  learning  maiager  and  LBS  monitor  tutor/student 
progress. 

7,    Thm  tutor  verifies  student  completion  of  learning 

activities  and  the  learning  manager  certifies  appropriate 
project  acti^ties  as  accomplished* 

Employar  Instructors    ^  ^ 

On  occasion  #  an  eaployer  instructor  may  smrro  in  a  tutorial 
c^acityf^uaurilly  at  the  ewpldyer  site*    iome  Els  volunteer  for 
this  work  I  '  toers  Me  asked  by  a  stiadent  foy  help  on  a  short-term 
basis  with  a  -particular  uea*    We  do  not  formally  solicit  Els  as 
tutors  becai^e  their  role  in  the  career  as^loration  and  learning 
revel  processes  alreacfy  asks  a  let  in  tenns  of  time  aiid  energy* 
At  toe  same  time,  we  do  not  refusa  their  help  when  it  is  offered* 
Often  it  happens  that  a  student  wor}:ing  with  progranitied  matarials 
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may  bring  a  particular 'work  imit  to  the  learning  level  site  and  the 
EI  will  help  thm  student  master  the  unit  and  practice  the  iiewly 
aequlred  tawlsdge  in  site-related  activities ,    Th^im  a  lot  of  11 
^rpport  happens  informallY  in  the  course  of  the  student's  normal 
te  aGtivitiai* 


SPECIAL  PLACEMENTS 

Special  placementi  were  e^^lain^d  earlier  in  thii  section  (see 
Item  4)  i    ht  this  point ,  keep  in  mind  that  it  is  i^ortant  for  , 
staff  t©  be'  awar?'^  of  where  and  when  students  intend  to  use  special  ' 
placaments-     Such  uses  should  be  specified  in  the  project  form  aid  ' 
have  dates  and  purpbses  clearly  stated.    This  helps  kaep  students 
accountable  and  protects  both  studentt  and  the  prograsi  by 
guarantf#ing  tha  learning  manager  knows  what  the  student  is  doing. 
Steps  t^en  to  inclement  special  pla cements  are  basically 
straightforward  I  ^ 

1*    Bie  student  and  Isarnirig  manager  agree  on  need  for  gpecial 
placement  as  part  of  project  activities  and  negotiate 
specific  tasks  to  be  performed* 

2*  ^e  student  either  contacts  site  directly  or  asks  enployer 
relations  specialist  for  assistance  in  making  arrMgements 
to  go  to  site. 

3.     The  student  arrives  at  site  and  perforM  the  agreed 
.  aotivitieSr  receiving  certification  from  employer 
instructo]?  or  appropriate  site  personnel  as  necessary. 

4*    The  student  concludes  special  placement  and  noti'fies 
learning  manager  for  verification  of  project  activity 
completion* 


=  INSTRUCTIONAL^  RESOURCES 

Students  should  learn  to  use  the  many  kinds  of  prograOTnad  leam'v^g 
materials  currently  avail^le  in  most  school  districts.     Your  s  iff 
may  sboose  some  particularly  useful^  sets  for  purchaie  by  the 
pragr«,    Othars  may  be  borrowed  firom  school  or  district  libraries. 
It  can  happen  that  a  student's  entire  project  consists  of  workiag 
through  a  self^ learning  kit  on  ecology  or  basic  electron  ies*  This 
is  ormsistant  with  the  "laaming  h^w  to  learn"  en^hasis  in  EBffl, 
At  the  saraa  tin^^  howevBr,  we  suggest  you  buildi  som6  atfditlOTal  ^ 
elemands  into  thm  project  to  enai^le  the,studrnt  to  bet-eer  test  tlie 


Projects  (XtBin  16) 


raiavaiicy  of  what  is  being /learned.  ^  For  instance,  6nce  the 
prograiiTOed  matariala  are  assimilated,  the  student  might  be  asked  to 
tomonstrate  his  ^r  h«sr  new  knowledge  by  performing  several  tasks  at 
a  special  placement  site*    Thus  a  person  at  a  forest  majiagement 
site  could  verify  a  student's  understanding  of  basic  ecolo^ 
principles.    Similarly,  a  student's  en^loyer  instructcr  for  a  career 
exploration  or  learning  level  at  m  electronics  site  could  verify 
^d  give  the  student  feedback  on  learning'  in  that  field* 

See  also  Itim  13  in  this  section  (page  251)   for  xmm  of  Basi  Skills 
instructional  resources*  • 

■  ■    .  /  ' 

ATTENOANCE    AT  CLASSES 

students  are  free  to  negotiate  any  type  of  class  they  choose.  It 
' is  usually  their  responsibility  to  ascertain  where  classes  are  being 
offered  in  their  interest  area^  negotiate  with  the  learning  manager 
appropriate  project  activities  Bnd  credit  arrwgemsnts         sign  up 
for  the  class.    While  we  encourage  students  to  finish  any = coursa^c^ 
they  take,  we  do  not  require  that  they  receive  grade  credit,  ^^hen 
they  audit  a  class,  they  should  demonstrate!  what  tl^y  have  learned 
in  some  other  fashion^^usually  ^through  performance  on  an  en^loyer 
site.  ^Fqr  axanple,  a  student  tiJd.ng  a  course  in  advancad  writing 
may  prove  his  or  her  newly  acquired  skills  at  a  leMnijig  level 
site  where  >n:iting  tasks  cm  be  perfokTOd  as  part  of  a  ibb  skill  or 
for  a  project  activity.     If  a  student  does  not  conpletf    *  course 
the  same  path  is  followed  in  establishing  project  cradi^^^^ level 
o*f  skills  acquired  must  be  demonstrated  through  some  appliw^^tion  p 
of  those  skills  to  the  satisfaction  of  an  enqployer  ijistructor^ 
tutor,  learning  manager  or  other  pei'son  qualified  to  judge. 

Keep  in  mind  when,  negotiating  classes  into  a  project  that  the  course 
work  should  not  interfere  wito  the  student's  overall  ieaming  plan— 
either  by  interrupting  other  schedi^ed  activities' or  by  taking  the 
place  of  activities  needed  to  meet  program  retirements  or  the 
student's  career/life  goals ^    As  with  instructoLgrtal  resources , 
classes  ciui  substitute  for  an  entire  project,    ^ay  should^ 
however ,  be  inta grated  sotcIiow  with  es^eriences  in  the  coraitmity^^ 
either  by  haying  an  as^loyar  instructor  yarify  learning  or  by  using 
them  as  a  basis  for  subsequant  enployer  site  projects.  i 

-        '  '  '  '    ^  _       i  ' 

TO  help  students  locate  passes  ^tha  learning  centei  should  have  on 
file  catalogs  of  com'se  Offerings  from  local  colleges  and  otter 
high  schools*    In  s^ma^i  the  following  steps  should  be'  t^ken  to 
implement  tte  t^e  of  classM  in  student  projects  i 

1,    ^a  studant  and  laamijig  manager  agree  that  classes  in 
Specific  axe as  of  need  or  intorast  are  appropriate. 


CUMICULUM  S  INSTRUCTION 


2.  The.  student  and  leaming  manager  agree  on  a  project  or 
projeet  activity  to  correspond  with  the  class  wcrk, 

3.  In^:  student  contacts  the  school^  takes  the  class  and 
receive  a  grade  (if  necessary)  . 

4.  The  itudant  shows  learning  manager  whatever  proof  agreed 
on  as  neceaaMy  to  verify  that  the  student  achieved  tte 
negotiated  learning  goals  (class  grades  or  equivalent 
perfomance  at  a  specified  level^^at  an  employer  site) , 


SKILL    BUILDING  LEVELS 


Skill  building  levels  a^e  a  special  Career  Development  option 
stutfai.ts  can  use  to  gain  the  skill-^  needed  for  esiployment  in  a 
given  occt^atiqn,  f  Thmy  are  c^en  to  students  only  after  other 
pragrdm  work  is  COT^leted.    Biis  ty^  of  site  use  is  geared  to 
\give  job  skill  learning  ad^tional  to  normal  pr^ram  work.  Projects 
lerefore  need  not  be  written  for  skill  bmlding  levels*^ 

At  the  same  time,  training  in  job  skills  will  involve  pricticp  in 
I  Basic  Skills  and^-relata  in  some  faeha      to  a  Life  Skills  \areal 
Learning  managers  usually  tj^  to  writ;     ,  project  so  that  the 
student  can  ^^ontinua  'looking  at  all  experiences  in  terms  of 
different  kinds  of  learning  opportunities  and  to  make  sure  the 
student  gets' credit  for  the  actual  learning  in  Basic  Skills  and 
Life  Skills  that  will  take  place, 

A  skill  building  level  at  an  automotive  training  ^.jhaol,  far 
e^jf^le'/  will  entail  matoematics  and  reading  skills  and  also 
involve  scientific  principles*    A  project  could  be  written  to  help 
the  student  be (^ra  more  aware  of  the  Basic  Skills  reqiured  for  the 
job  he  or  she  is  learning.     Thm  same  project  could  help  the  student 
more  clearly  see  the  physics^and  chemist^  related  to  automobiles* 

^  \. 

COMBINING    DIFFERENT  ^RESOURCES 


students  are  free  to  G6;>:^ine  these  options  in  ways  that  best  suit 
their  individual  goalr,.   A  firi  interested  in  Artterican  Indi,ws 
might/  ^for  exaa^le,  tax^.a  class  offered  at  a  local  coiranmiity 
college  in  Indian  culture  ?  Msearch  several  libraries  and  select 
a  nsarby  Indian  rights  org^ illation  for  a  special  placement  study 
of  ccL-nten^orary  Indian  prw^lems.    In  such  a  case  the  student  could 
nitgotiate  several  projects  te^^Stegrate  her  study  of  In^ans  from 
Various  points  of  view,    A  "creative  development  proje^jt  could 
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ejcanujia  Indian  problems  of  social  and  political  transition  as 
reflected  in  Indian  art,    And  a  second  project  in  fiinctional 
citizanahip  could  help  the  student  apply  her  newly-gained  taowladge 
by  developing^  and  acting  on  recoOTendations  for  legislative  action^ 
tasting  these  against  toe  qpiniOTS  and  es^erience  of  personnel 
from  her  special  placement  site. 


The  "Lemming  Rmsoux cms"  section  of  this  hmndbaok  gives  mri  ovmrview 
of  all  EBCS  rmsourm  uses*    See  pmrticulMrly  page  508  for  more 
^l3auss±m  of  tutors  and  page  494  for  use  of  employmr  instruators 
jnd  sites  in  ganerai  * 


For  skill  building  levels,  smm  "Learning  &  Skill  Building  Levmls," 
^pag&S  277^327, 


I 
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CUBRXCVLUM  S  INSfWCTION 


Monitor  student  progress  and  initiate  accountability 

consequences  as  necessary 


MONITORING    STUDENT  PROGRESS 

\ 

Iflia  learning  manager  is  rsaponsible  for  monitoring  atudent  project 


ma 

progress*    )shis  am  hm  dona  in  several  ways  ^ 

1,  Gonferences  sdiediiled  around  target  dates  for 
individual  acitivities 

2.  informal  conversationa  as  needs  arise 

-3*     receiving  ^d  acting  on  reports  from  other  people 
involved  with  particular  student  project  activities 
/  ^  ■ 

V 

Learning  Manager/Student  InteractiQn 


Student/leaming  nmnager-..con£erences  continv^^  throughout  the  year. 
In  these  confereneea  the  learning  manager  discusses  tjie  student's 
progress  and  his  or  her  evaluation  of  project  activities  as  they 
are  completed,    Itie  empioyer  instructor's  evaluation  of  site-related 
project  activities  is  also  ^scussed  at  these  meetings,  trough 
regt^ar  conferences  of  this  kind,  the  LM  and  student  are  able  to 
make  sure  that  the  student's  project  and  site  activities  continue  / 
to  yield  meariingf ul  learning  es^eriences  appropriate  to  each 
studont*     Ihrough  regular  interaction  with  the  student,  the  LH  is/ 
\  also  better  able  to  judge  whetter  or  not  thm  student  is  m^ing 
adequate  progress  in  eadi  Life  Skills  area. 

Be  alert  '     the  nuances  of  each  student's  learning  style  and  rate. 
When  pj.anning  activities,  look  for  those  which  mghu  cause  the 
student  trouble  and  make  notes  on  your"  calenaar  to  help  you  pay 
particular  attention  to  how  the  student  is  doing  with  them.  Be 
sure  to  see  the  student  when  individual  activities  are  planned  to 
be  done*    Uiis  can  be  a  casual,  in-passing  kind  of  contact  because 
ycu  will  be  meeting  formally  at  the  end  of  the  whole  project  to 
evaluate  and  disci^s  all  the  activities*    It  is  very  mmfcl, 
however,  to  let  students  know  you  are  aware  of  their  interim  target 
dates  and  are  Willing  to  help  if  they  are  having  trod^le  meeting 
them.  .  '  '  ■ 

Learning  managers  should  also  respond  quickly  when  reports  from 
other  people  in«U.cate  a  student  is  having  difficulty.  Don't 
forget  also  the  positive  side  of  Uie  student's  work*    If  you  see 
or  hear  from  other  people  toat  a  student  is  having  successes,  be  \ 
sure  to  reinforce  that  behavior  by  coOTienting  on  it  to  the  □tudent. 
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Projeats  (Itmm  17) 


Rtports  From  Othe,  People 

other  paople-^amployar  iustructors ,  staff,  cnmrnunity  resource 
people,  parents,  otoer  students^ — will  frequiintly  serve  as  rasources 
and/or  eyaluatois  ef  project  fictivities.    Be  aware  of  thega  people 
and,  whan  nacessary,  contaet  them  to  c±ieak  student  progress* 
Noraally,  staff  aiid  employer  instructaTK  are  anOTuraged  to  contact 
the  learning  meager,  but  the  process  m4\y  ee  reversed  if  the  LM 
thinks  it  useful. 

For  onsite  activities,  the  EBCE  employer  relations  spec'#.Ust  will 
be  making  regular  gain ten an ce  contacts  with  amployer  inynructors* 
(See  "Cross^Raferences"  below O   ^st  11  observations  of  projeC: 
progress  are  passed  on  to  the  learning  manager  through,  a  Maintenii^^^^e 
Visit  Racord  form  which  the  EHS  fills  out  aadi  tire  a  contact  is 
made.     In  ^^ddition,  regular  staff  meetings  giva\  furtoer  opportimitias 
for  learning  managers  to  find  out  how  other  people  perceive  student 
performMce  and  behavior'-^see  Item  6,   (page  217), 


ACCOUNTABILITY 

\\ 

See  Item  3  (page  208)   for  ^scussion  of  student  rights  s^d 
responsibilities.,    the  most  common  accomitability  issue  will  be 
aAering  to  target  dates— see  Item  14,  page  ^56, 


 _  .r.-r^^^^  cmss-^m/EHEi^cm  — - 

Accountabiii  ty  BthndMrdBf  procBdimB  ;^/iti  aonsmquenc^s  arm  Bxplalnmd 
mora  fully  in  "LBrnvning  Plan  Hmgatlmtion/*  pagms  77-51. 

^nr  mor^  dlsmsBion  of  ansite  nmlntsnMnce  aontisats  by  the  employ mr 
.:  i^^€feio^s  Mpmmali^tf  see  "Career  ExplQraid.QnB page  157 ,  and 
^'Ledrning  s  Skill  Building  Lmv&lSf"  PKB  32 J, 

The  MmintmnmncB  Visit  Rmmrd  form  Im  diMplmymd  and  explairiBd  i:- 
"Si  tm  Utilization/'  Smplhtimr/CQnsmmitij  RmsouraBS ,  gagm  127. 
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CURRICULUM  5  JMSTRUCTtON 


Evaluate  project  activities  and  products,  verifying 
empy.oyer  certification  of  site  activities  instructor 


To  bring  each  student*  s  liaming  experiences  full  circle  it  is 
is^ortant  that  evaluation  and  fae^^ck  be  built  into  every  project* 
'Ihis  should  occur  both  on  a  continm^ng  bwis  torough  tlim  student *s 
work  on  aac^  activity  and  in  terais  of  formalised  statements  entered 
onto  tiie  project  form  for  recordkeeping  and  cradentialing  p^^oseSp 

Ihere  are  spaces  for  writing  evaluations  of  each  activity  directly 
onto  the  project  formt.     In  addition^  the  learning  manager's 
evaluations  of  the  project  as  a  whole  and  of  each  activity  in  the 
project  are  entered  on  a  Project  Evaluatj^on^  fom  (see  tiie  following 
pages)  .    Copies  of  this  are  given  to  the  student  and  filed  in  the 
prograjn's  records* 


INDIVIDUAL  -ACTIVITIES  \ 

\  \ 

All  project:  fforM  have  specific  spaces  for  evaluation  of  individual 
activities  and  of  the  project  as  a  whole*     Each  activity  should  be 
judged  separately  by  ^e  person  most  qualified  to  ^o  so,    An  en^loyer 
instructor  can  thus  write  an  evaluatio.;  of  w  ;  e  activities  designed 
for  his  or  her  site*    For'anotoer  activity ?        utor  or  coimsunity 
resmufce  pereon  may  certify  con^letion  afid  *    -  e  student  performance. 
Others  are  'liv^aluated  by  the  learning  manager. 

In  t^\m  case  of  products/ Lteria  to  ba  evaluated  by  people  otiier 
than  the  Iti^.ming  manager ^  it  often  happens  tiiat  thm  per^^on  sLirply 
initials  the  activity  as  completed  satisfactorily.    We  do  not  expe^  , 
ewryone  to  be  able  to  v/rite  out  analytical  eviluation  st  iBments, 
Each  activity  and  corresponding  products/criteria  statement  should 
be  worded  clearly  enou^  that  evaluation  is  virtually  ballt  int.  the 
student's  actual  perform^cts* 

In  the  c%se  of  many  employer  site-^specif ic  activities,  the  criteria 
will  be  stated  expilcitly  "to  the..emplo/er  instructor's  satisfaction" 
because  toa  student  will  be  doing  a  task  or  set.  of  taskr  that  a^'a 
part  of  the  employer  inatructcr's  aormal  job  activities*  ^rha 
employer  instructor  and  student  also  have  eonsiderateie  infernal 
conversation  in  the  course  of  their  eKperiences  togtthfcr  so  that 
the  student's  own  sense  of  how  well  he  or  she  is  doing  Will  be 
increased.    As  in  the  c^se  of  project  rationale  statemants,  the 
formi  evaluation  is  representati\^e  of  a  continucua  process  ,  in  whicA 
adultJ^-^moK^e  pret.JL3ely>  people  with  acknowledfijd  ^s^eiriae  ih  given 
areas -^interact  with  individual  students  and  jiveYthsm  personalized 
fe^^ack  about  how  they  see  each  student's  performance* 

■  ■  \ 
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Projects  (Item  18) 


PROJECT  EVALUATION^ 

Student . 
Project  Title 

Life  Skill  ^gna  S^Ljuj  044.NeJ.»pv^>\a4<^ 

Site  '  (^._CA4.i>U^   Smploytr  In^ nrni-t-f^r  ShMLm^  ^^^^^ 

Corapletion  n^>a     U^'^l  4^  .=___^  Renefo tinted  n^^a  

PROJECT  evm;;:^tim 


X4.i*wliX^.^^**ii^^    #^  .^^JU^  ^^\^J^  ^   ^jfr^^^M4  Cfl  ^^Jif  w^iA 


 J 


mcoMtmmhTior'^ 


2 

^  ^ 
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CmRICULUM  &  INSTRUCTION 


INDIVIDUAL   ACTIVITY  EVALUATION 


t 
i 

Uuy^A^d^ .    fl^'i^uH^a.tU^  4.4^  u^^^ 

j^^djk.  /VUL^JL   4^^^         ^-^^^^JuLd^i^^n^        <  f 

-■A^^.'^Ae                                                                  MQJLJJi^   £t  X 

r 

[ 
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r  ■  ■ 

2ij 


Project-^  (Item  18) 


THE    PROJECT    AS    A  WHOLE 


tte  evaluation  of  tha  project  aa  a  whoia  is  done  by  the  learning 
manager,     ftis  person  ii  in  the  best  position  to  judge  how  well 
the  student  met  criteria  in  all  three  curriculum  areas  according  to 
that  student's  individual  abilities*     ThXM  also  enables  the  learning 
Enanager  to  verify/  as  an  official  representative  of  the  program, 
evaluatians  made  by  other  pTOple*    It  may  oooasionally  happen  that 
an  employer  instructor  will  wtita  part  of  the  total  project 
evaluation^if  all  aotivities  have  been  done  at  his  or  her  sitS" 
and  the  leading  manager  singly  adto  to  it,  verifying  and  e^^anding 
on  what  has  been  said. 

Always  evaluate  the  student  against  hio  or  her  unique  charaoteristics 
^d  goals ^  not  against  group  norms*     Itie  project  encourages  the 
student  to  iB^rove  in  all  his  or  her  S/iills  in  an  integrated 
fashion  by  setting  standards  that  match  variations  in  proficiencies 
md  personal  aspirationfi ,    This  also  pi-.CTiits  the  play  off  of 
strengths  in  one  area  against  waakn esses  in  another,    'Bius  a  student 
with  poor  coflsnuai cations  skills  but  good  in  math  and  science 
abilities  would  be  ejected  to  perform  adVMced  science  skills  while 
daii^^nst rating  these  skills,  perhaps,  in  a  written  product  that  need 
esdiibit  only  control  over  sentence  structure  #  graBMr  and  spellinq"* 
Hopefully  a  student's  enthusiasm  for  science  will  carry  over  into 
an  increased  desire  to  "say  it  right"  wh^  sitting  down  to  egress 
it  in  words*     Subsequent  proj^^cts  could  then  build  on  the  student's 
w^nmuni cations  skills  by  gradually  requirihg  TOre  sophisticated 
written  products  that  again  pertain  in  a  relevant  and  personal  way 
to  tiio  student*!  interests,  •  ' 

Ail  evaluations  are  shared  with  the  student  and  should  not  coxne  as 
any  surprise  since  they  are  based  ©n  specific  criteria  negotiated 
with  the  student/and  clearly  stated  on  th      rojeci  fom.    In  the 
case  of  actimties  performed  unsatis facto.,  .^y,  the  student  simply 
repeats  them  until  the  criteria  have  been  met. 

In  the  course  of.  interacting  witJi  students  throughout  ttieir  project 
work  each  learning  nianager  will  be  gaining  mere  and  n^re  infomation 
r^Hout  how  student  diaracteris^cs  is^^act  work  with  all  progr^ 
learning  strategies  * Biiaa ,  in  its  most  real  form*  evaluatian  is 
lui  ongoing  process  ptjnctuated  by  specific  conferences  for  evaluating 
pfoj&^t  activities  but  going  f^^  beytsnd  "point  in  time"  judgments 
to  create  a  growing  a^ei^;5here  of  sharing  ana  learning  between 
studwt  and  leanii/ig  jianigei:* 
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CURRICULUM  s  immucTioti 


EVALUATION    AND  NEGOTIATION 

Project  evaluations  foCTi  an  important  part  of  the  aontinuji^ 
self^aasMSment  and  negotiation  each  student  does  while  developing 
his  or  her  lemming  plM-     Project  perfojTOnce  is  a  critical 
indicator  of  how  well  the  student  is  succeeding  in  the  total  progrMi, 
Ihe  student's  entire  learaing  plan  ray  be  adjusted  as  needed- 
pro  j  acts  waived^  ac titties  renegotiated  to  concerirrane  on  an 
obvious  w^^ness  and  so  forth,    h  student,  for  inatancs^  who 
obvioi^ly  is  wQrking  hard  at  all  his  or  her  project  activities  taut 
who  consistently  is  failing  to  cos^lete  them  satisfactorily  might 
havo  socpa  project  requiresents  waived  or  activities  renegotiated 
to  be  less  defflanding  so  that  the  student  can  eKperience  suec  ^ss 
coamansiffate  with  his  or  her  efforts,     tte  learning  manager  must 
be  ^le  to  recog^i^e  when  a  student  My  have  been  "pished  too  mudi" 
as  part  of  toe  nego^ation  process  and  singly  cannot  Met  the 
original  standards       or  she  agreed  to.    Students  have  tixe  right 
to  succeed*    Biay  all  have  differing  abilities  and  aspirations # 
program  staff  and  otiier  adults  must  respect  individual  differences 
while  honestly  challenging  ench  person  to  test  his  or  her  own  lindts. 

/ 


Projects  (item  19) 


Participate  in  critical  thinking  wrap-ups 


All  itudents  must  complete  ten  pifojacts  aach  year,  two  in  each 
Lifs  Skills  area,         one  of  their' pro  jecti ,  all  students  also 
must  complate  toe  predesigned  critiaal  thinking  project.  Students 
are  encouraged^  however,  to  sidsstituta  for  their  second  critical 
thii^ing  project  a  series  of  oritieal  thirycing  wrap-ups  which  are 
conflated  for  each  of  the  rest  of  the  projacta  ttey  do  during 
year,     "nie  progrMR  de  is  tois  because  of  the  emphasis  it  plaoes  on 
critical  thinking  as  a  process  whidi  mi^t  be  applied  to  all 
learning,     Bie  wrap-ups   (see  san^le,  following  page)  give  students 
critical  linking  practice  and,  at  the  same  time,  servm  a  valuable 
integration  function  in  the  general  development  of  the  student *s 
learning  plan* 

To  '*wrap-up'*  a  project,  the         lent  steps  back  from  recent 
experiences  and  looks  at  the  project  objectively  as  a  learning 
process  that  can  relate  directly  to  his  or  her  daily  life  as  well 
as  to  other  project,    Converaations  with  the  learning  manager 
about  concltMions  drawn  by  tiie  stu^nt  as  part  of  this  activity 
are  anotter  in^rt^t  part  of  the  self-reflection  process  we 
encourage  ia  studants  throughout  toeir  e^erieni^es  with  thm  prograin. 
The  student  and  learning  ^imager  usually  ^scuss  this  activity  at 
the  same  tiine  they  are  talking  about  the  general  project  evaluation 
Md  thinking  about  the  stiident's  ne^ct  learning  goals* 

For  project  cre^t,  wrap-ups  usually  m^jst  be  done  for  all  nine 
projects,     aerefore*  try  to  have  ttie  student  di'oosa  whether  or  not 
to  use  the  wrap-*ups  as  an  option  before  too  many  projects  have  been 
completed.    You  can  go  back  over  old  projects  /  doing  a  critical 
thinking  wrap-yp  for  each,  but  this  tends  to  defeat  the  yalui*  of 
ihe  activity.     If  mid-way  in  the  year  a  student  wishes  to  do  wrap-ups 
instead  of  a  second  critical  thiiUcing  project  and  has,  for  axaB^le, 
only  4  projectt  left  to  to,  we  usually  negotiate  a  "mini -project" 
of,  one  or  two  special  activities  to  substitute  for  the  wrap-ups 
nor*  dona  for  toe  earlier  projects. 


~"  ■       ^  ^  CROSS'-MFERENCE  — 

"Lmmrning  Plan  Negotiation/*  prngms  43^47,  discmMmm  xntmgr&tion  as 
onm  part  of  the  four-part  iaarmng  plan  cyalm  of  a.^BmMsm&ntf 
prmcriptionA  &'mluAtion  and  integration  which  im  aonpidmrmd 
critiaMl  to  E3^  Imarnlng, 

^\  -  I 

.  J 
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CUmiCUWM  S  INSmUCTION 


CRrTICAL    THINKING    W^P-UP  ACTIVITY 

Student      3  P  ^  f^^L  Project  6^^^  us^...^  G^^-^ 

STUDENT:  Rmmd  tte  fallowing  qumstions ,  using  spacm  providad  and 
the  b^ak  ffldm  of  this  shmet  for  brimf  notms  Mnd/or  full  Mnswrnrs , 
You  mAy  usm  mrm  papmr  to  write  your  aomplmte  Answers  or  you  cmn 
Answer  the  quBstions  ormlly  witii  your  lemrni^  nmimger. 

1.  List  in  order  of  personal  iBportanca  mom^of  the  skills/  and/^r 
knowladaa  (cQiitent)  you  gained  from  this  project. 

2.  What  steps  did  you  go  through  (process)   to  learn  tois? 

3.  Idantify  the  steps  of  tiia  eritieal  thinking  process  and  give 
eKamples  of  the  way  you  applied  each  step  in  completing  ^is 
project* 

4.  How  can  you  apply  to  your  daily  life  the  knowledge  you -.gained 
on  tiiis  project? 

5.  AnalyM  your  participation  ij^  this  project! 

a,  Which  activity  challenged  yo^^i  to  put  forth  your 
best  effort?    Did  you  accept  the  challenged 

b.  How  could  you  have  gained  more  out  of  this  project? 

If  you  were  tp  continue  working  in  this  area/  where 
would  you  go  from  here?  1 
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Projects  (Item  20) 


Discusa  evaluations  with  stadents  %nd  record 
completion  of  projects 


Complation  of  projects  is  recorded  ii    the  progiram's  records  on  a 
cumulative  Life  Skills  Project  tecord  form  kapt  for  each  student. 
Alsc  filed  in  the  program's  records  is  the  project  avaJ^iation  totm 
completed  with  leamlng  manager  coratents  detailed  for  each  project 
(see  Item  18) - 

Disei^sing  project        i   ition  is  an  important  inregration  activity 
and  may  ocour  at  the  ^        tii^  eritioal  thiiUcing  wrap-^ups  are 
discussed  (see  Item  19) .     During  this  time  you  shouXd  go  over  the 
project  and  talk  about  each  activity.    Give  clear  Reasons  for  your 
evaluation  responses*     Make  observations  atiout  skill  areas  you  think 
the  student  needs  to  im^rve*     Talk  about  the  s€udent's  experiences 
and  help  the  student  relate  those  e^^riences  to  future  goals  Bnd 
possible  learning  needs*     Interests  may  have  changed *  perceptions  of 
^ilities  Md  goals  may  be  revised  and  career  plans  altered  because 
of  what  the  student  learned  about  his  or  her  self  during  the  course 
of  i^mpleting  the  project*  ' 


21 


Negotiate . next  projects. 


'    At  the  same  time  as  they  discuss  the  evaluation  of  a  project^ 

students  usually  talk  about  what  their  nesrt  project  topic  and  Life 
Skills  focus  vill  be.    Projects  ne^d  •^nt  build  directly  on  one  j> 
another  in  terms  of  activities  da  ^ver  Oir  subject  matte.r 

addr:^ssed,  but  they  shouJ,d  ref lec  -     .a  student's  incraasing 
sophistication  in  the  exerci.se  of  given  skills* 

In  some  cases  you  may  wish  to  suggest,  tiiat  ttia  "student  move  diren^ly 
into  a  second  project  in  tlie  sanie  Life  Skills  area^    For  example,  a 
student  who  had  troiJble  getting  started  in  sciense  might  ba 
encourafgad  to  plan  a  second  science  project  sooiT^aftar  tJ     first  to 
capitalize  on  the  mmentian  that  has  been  built  i^,    ^*^^re  /cmiif 
however,  studont  intarasts  and  thm  kinds  of  employer  sitfes  ^ey 
choose  fcr  learning  levels  will  influence  the  areas  in  which  they 
cho^M  to  do  projects. 
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LEARNING  & 

SKILL  BUILDING 


LEARNING  &  SKILL  BUILDING  LEVELS 


Learning  le^ls  and  akill  bi^ldijiq  levels  en^le  students 
to  fQllow  through  on  their  career  explorations  of  community 
Bites  by  returning  for  longer  and  more  indepth  learninf 
experiences.     Both  t^es  of  site  use  involve  the  student 
extensively  with  the  people,  equipment  and  otter  resources 
available  at  wtkplaces  in  the  commmiity. 

On  learning  levels  students  gain  praotice  in  job  skills 
through  skill  deyelopment  activities  and  aeii^^eve  Life 
Skills  and  Basic  Skills  objeotives  through  individualized 
projects  negotiated  for  eaA  site*     On  skill  building 
levels  the  student  cosmits  to  a  training  proyram  in  the 
entry-^level  skills  needed  for  ec^loyment  in  a  given 
occ^ation*     Projects  are  optional  for  skill  building 
levels. 


EBCE  PURPOSES  FOR  LEARNING  LEVELS 

While  not  specif ically  required #  all  students  tend  to  have  at 
least  one  learning  level  e^erience  each  prograai  year.  Generally 
learning  lavels  serve  as  alternative  cuiirses  of  action  students 
can  choose  after  completing  a  career  exploration  of  a  site;  more 
specifically  #  learning  le^ls 

1.  provide  an  intensified  es^erience  base  for  student  Life 
Skills  and  Basic. Skills  project  activities  and  further 
reinforce  student  perceptions  of  the  relationships  beween 
learning  and  working 

2.  develop  general  en^loy^ility  skills ,  including  the  aJbility 
to  interact  with  adults  and  recognize  social^  economic  and 
psychological  factors  influencing  personal  performance  and 
job  satisfaction 

3.  help  students  identify^  and  acqmre,  .if  they  wish,  some  of 
the  skills,  knwledge  and  attitudes  reqmred  for  specific 
jobs 

*  . 

4.  give  students  opportmities  to  coTOdt  ^enselves  for  longer 
periods  of  timm  to  perceivad  interests  and  needs 
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CURRICULUM  S  INSTRUCTION 


EBCE  PURPOSES  FOR  SKILL  BUILDING  LEVELS 

While  skill  building  levels  may  achieve  all  of  the  pu^oses 
listed  under  leajming  levels,  their  primary  intent  is  to  tap  the 
capacity  of  mamm  es^loyer  sites  for  giving  st^ents  specific  job 
skill  training  as  preparation  for  entry-level  efl^loyment  in  a 
given  occupation.    Only  a  small  niattoer  of  students  may  choose 
the  skill  bmlding  level—taost  often  toward  ^e  end  of  the  second 
year  of  toeir  enroll^nt  in  EBCT. 


THE  PEOPLE  INVOLVED 


engloyer  relations  specialist  (ERS)  has  primary  responsibility'* 
for  helping  students  select  ar.i  use  learning  and  skill  building 
lavel  sites,  serving  as  liaison  between  learning  center  staff  and 
conffliunity  site  personnel - 


The  enployer  instructor  (EI)   is  thm  individual  at  a  conromiity 
site  who  has  agreed  to  work  with  toe  student  on  project  and  skill 
development  activities,     ttis  person  will  usually  have  served  as 
EI  for  the  student  during  toe  student's  career  eTOloration  of      \  / 
the  site .  . 


i!ie  learning  manaqer  is  responsii^le  for  helping  students  integrate 
site-specific  activities  into  their  individualized  learning  plans ^ 
primarily  through  negotiating  project  activities  to  be  done  at 
the  site,     ihe  leading  ranager  also  approves  students  wishing  to 
use  skill  building  levels . 


RELATIONSHIP  TO  INDIVIDUAL  LEARNING  PLANS 

Learning  levels  are  related  to  eacdi  student's  learning  plan 
through  project  activities  performed  at  the  site  which  are  based 
on  the  student's  assessed  learning  needs  and  interests.  In 
addition^  job-related  skill  development  activities  are  identified 
for  the  student  to  becoM  acqu^ntad  with  smd/or  practice. 
Students  are  also  encouraged  to  reflect  on  their  experiences  ^d 
record  their  observations  in  their  journals  as  a  furtoer  means  of 
assimilating  and  synthesizing  their, site  activities. 

Skill  building  levels  bear  the  same  basic  relationship  to 

individual  lear           ' ans  as  learning  levels.  ■  - 
exception  is                     building  levels  are  r 

concentrati'              d  acquisition  of  ent^-  the  may 

or  may  not                 project  and  can  only  L  ,i:er  the 

student  ha^  .  ...a^^^tmd  the  major  portion-of  „  .  prograjn  -  -  

activities. 


\ 
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Planning  and  monitoring  device^   used  in  both  levels  are  thm 
Learning Sita  Analysis  Form,   the  Student  Performanca  Review  and 
the  Student  Evaluation  of  Learning  Site.     Together  ihesa  tools 
anabla  sti^entSj.  staff  and  e^loyar  instructors  to  nsgotiate 
learning  activities  in  terms  of  specifio  site  characteristics  and 
to  insura  that  both  the  student's  and  the  emloyer  instructor's 
points  of  viaw         reprasented  in  all  planning,  assessment  and 
evaluation  of  learning  level  activities.     (For  skill  bmlding 
levels,  the  Learning  Site  Analyais  Form  is  used  only  whan  pro j act 
activities  are  plannad  in  addition  to  thm  job  training  offered 
by  thm  aB^loyar.) 

EXPECTATIONS  FOR  STUDENTS 

Before  bagiiming  either  a  laarning  or  skill  building  level 
students  must  have  completed  a  caraar  exploration  at  toat  site. 
All  learning  lavels  must  include  projects  negotiated  with  tha 
student  to  integrate  site  aj^eriences  ^ith  Life  Skills  mid 
Basic  Skills  objec^tives.    Students  need  not  have  had  a  learning 
level  at  a  site  to  use  it  for  skill  b molding  level  purposes* 

UnliJce  es^lorationB ,  laaniing  levels  ar    not  specifically 
raquired  of  all  students.     In  practice  ^11  students  usually  choose 
learning  levels  in  order  to  meet  their  project  requirements  and 
the  progrMa's  ej^ectations  for  fifteen  hours  per  week  of  onsita 
activities.    Ihose  hoi^s  may  be  achieved ' throu^  whatever 
combination  of  site  uses  is  appropriate  to  ^a  individual 
stv^ent— that  is,  career  explorations,  learning  lavels >  skill 
building  levels  or  special  placements. 

Students  are  expected  to  a^ere  to  account^ility  standards  for 
site  behavior,  particularly  concerning  site  regulations  and  time 
arrangements.    All  students  must  turn  in  Weekly  Time  Raports  signad 
by  their  enployer  instructors  to  verify  toeir  site  attendance, 

PLEASE  NOTE:    EBCS  doms  not  allw  for  students  to  work  at  thm  sites 
they  are  using'  for  progrBm  activitims  during  program  hours.  Pleasm 
refer  to  the  (CE)  2  poll^  statenients  regarding  work  for  pay  and 
eduaational/ financial  productivity  displayed  on  pagas  287-288. 
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SWDENT 


iaeplore  a  site 
decide  ts  return 


SUMMARY    OF    LEARNING    LEVEL  ROLES 


EMFWySR  RELATIONS 
SPECIALXSf  (ms) 


SMPLOYER  INSTEUCWR 
(SI) 


LSARNING  MMAGER 


Rel^y  decision  ts 

^d  schedule 
visit 


Go  to  site  cor  firit 
d^y  and  begin  Skill 
building  iciivities 


Continije  skill 
buildinQ  and  begin 
negotiating 
project,  design  with 
leaching  nyLnager 


T^e  peojeet  to  El 
for  ^pprovai  ind 
begin  wsifking  on  it 
while  eontinuing 
other  skill  btttlding 
activities 

Feriodically  egepleta 
Student  Evaluation  of 
Learning  Site  form 

Csmpieta  project  and 
obtain  verification 
ffOn  £Ij  oOinplete 
Last  Student 
Evaluation  of 
Learning  Site  fora 
and  discuss  ^^cit 
evaluation  with  SI ; 
write  thank  you 
lettef 


Make  nesasary' 
arran^sientj  for 
establishing  siti  as 
leaffiing  level 

With  EI  e^plete  or 
update  udM^nLnq  BitM 
Analysis  Foot  (LSAT) 


Work  wi^  EI  to 

prioritise  learning 

objeotiveg 

and  j^tum  approved 

objectives  to  LM 


Continue  supportinq 

Ei/student 

interaction 


Meet  wi^  ESS  to 
establish  site  as 
leamtrq  level 


With  EES  work  through 

arnin  g  Si  te 
Analysis  Form  (LSAF) 


^Geive  ,  ratify  and 
prioritise  learning 
objectives  from  LSAF 

Use  prioritised 
objectives  as  possible 
to  furthar---direct 
skiit  Isuilding 
activities  t  ii^port 
student  site  learning 


Approve  or  ^dify 
pro^^ct 


Piriodicaliy  cospletg 
Student  Performance 

Verify  v?ork  on 
projeet  skill 
buildinf  aotivities 

Co^lete  exit 
evaluation i  including 
last  Student 
Ferfomance  ^view 
fonii  ted  disc\us 
results  v#ith  studant 
IBS 


Discuss  general 
poisibilitits  for 
onsite  project  with 
student  (Mle  Skill 
area*  intirests, 
possible  topic) 

Write  learning 
^jectivea  from  LSAF 
and  give  to  ETO  for 
return  to  II  for 
prioritising 

Use  arioriti^d 
objectives  to 
negotiate  onsi^ 
project  aetivit^a 


Honitor  and  support 
studant  project  work 


^view  and  evaluate 

coi^leted  project  * 
includinf  EI 
co^in^i  record  its 
co^letiOT  and  write 
nco^endations  for 
further  leaniing 
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Learning  g  Skill  BulXding  L&vbI 


Steps  to  Follow 


Thm  Btmps  llstmd  below  genmrally  Qutllnm  tasAs  staff  must  considmr 
whmn  plmnning  and  implmnmntlng  Immrnlng  levmls  mnd  skill  bmldlng 
levmls.    Lists  of  studmnt  md  mmploymr  InstruGtor  tasks  appBAr  In 
thm  nmrratlvm  for  Item  3r  pAgms  310-312. 


PREPARING  FOR  EXTENDED  USE  OF  COMMUNITY  SITES 


Agree  on  p^^osas  and  requirements  for  learning 
levels  and  skill  bm^lding  levels 

Design  tools  and  procedures  to  s import  student 
onsite  activities 

Designate  staff  to  oversee  learning  and  skill 
building  levels 


Identify  learning  ^d  skill  building  sites  and 
complete  or  update  Learning  Site  Analysis  Fo™s 

Sst^lish  site  placement  and  recor  ikeeping 
procedttf^es 


0 


^^lop  ai.     verify  learning  objectives  from 
Learning  Si   ^  Analysis  Fom^  for  all  Tearnir^ 
level  sites 


DBQB 


289 


396 


Agree  on  student  rights  and  responsibilities  298 


300 


302 


Arrange  for  necessary  materials  and  tr^sportation  306 

Conduct  orientatiOTS  for  students  and  amplover 

instruGtors  '  ^-"^ 


WORKING  WITH  LEARNING  AND  SKILL  BUILDING  LEVELS 

Support  student  choices  of  learntog  or  skill 
building  leva!  -;ites  '  " 

Arrmge  wid^i  employer  instructors  for  students 
to  go  to  ..Lftv  and  begin  learning  activities  ^'^^ 


330- 


Ij^^i    Negotiate  oniita  project  activities  for  all 
L-i    learning  levels  and  for  skill  building  levels 
as  need  be 
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14 


15 


16 


17 


la 


20 


21 


page 

Obtain  employer  instructor  approval /modification 

of  project  dasign  ^^""^ 

Support  and  monitor  studsnt  onsite  skill 
development  and  project  activities 

Share  student/site  inforisation  with  other  staff 
and  initiate  aocoimtability  conseqMnces 
as  necessary 

Have  students  and  employer  instructors  periodically 
Goniplete  and  discuss  evaluations  of  their 
experiences 

Gain  employer  instructor  verification  of  complated 
skill  development  and  projeot  activities 

Complete  project  evaluation  and  recording  for 

credit  ^  -^^^ 


19     Record  skill  development  activities  for  credit 


Conduct  teOTination  interview  with  student  ^d 
employer  instructor 


327 


Support  continued  student  site  uses  J27 
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LBArning  s  Skill  Building  Lev&ls   (I^sm  1) 


Preparing  for  Extended  Use  of  Community  Sites 


Agree  on  purposas  and  requiramanta  for  Isarning 
and  skill  building  levels 


SoBia  purpos&s  Mnd  rrnqm^rBimnts  for  both  Imarning  and  skill 
building  Irnvmls  ara  suimtmrizBd  in  tta  prmv'i&w  to  this  section 
(pages  277^279)  .     To  kmep  in  mind  the  rmlationship  batN'men  these 
t^o  types  of  sits  use  and  the  career  Bxploration  praaess  you 
might  wish  to  review  our  introductory  re  marks  for  that  strategy 
on  pages  lOS^^llS ,     Below  we  offer  some  additional  points  to 
consider  while  preparing  for  cither  type  of  site  use. 


INTEGRATED    LEARNING  ACTIVITIES 

All  EBCS  site  uses  should  an^le  the  studant  to  carry  axpt  nces 
from  previoiis  sites  ^.ver  to  those  ^ey  ara  currently  using  and 
'  ^  e  in  coffpr^iisnsive  activities  that  combina  program  outcome 

joal^  With       rsonal  learning ,  lifestyle  and  career  objactivas* 
In  career  explorations,  students  examine  many  sites  in  thr  ^  r 
coOTiimity  and  begin  to  make  decisions  about  t?^-'*  caree:'.  /  wou 

like  to  antar,  the  lifestyles  ^ey  want  zo     i;.^  rience  ani  die  kinds 
of  le^^rning  tr  =-/  need  to  achieve  their  goali.     ;^ila  they  may  use 
j..^  loriz^on  siues  for  project  activitias  and  certainly  have 
exiiensive  interaction  with  site  environments  and  personnel/  tha 
primary  emphasis  of  carear  eKplorations  is  on  observation  and  the 
first  steps  necessary  for  educational  and  career  decisionmaking^ 

As  students  refine  ^eir  unders tiding  of  the  types  of  careers 
they  might  like  to  enter  they  also  interact  with  EBCT  learning 
managars  regarding  Life  Skills  and  Basic  Skills  objectives 
suitable  to  their  particular  learning  needs.     At  the  same  time/ 
^ey  begin  to  choose  learning  level  si":''^''  where  th^y  can  settle 
in  for  more  extensive  learning  activitimj  over  lonaer  periods  of 
time*     Ilirough  skill  development  and  ints*:='^atad  .prc:-^^ct  acti  icies/ 
students  make  an  important  transition,  froiu  observers  to  actors . 
v'hile  thay  continue  obsarving  adult  roles  and  situations/  they  ' 
also  become  participants  in  tha  human  and  work  processes  associated 
with  particular  sites  and  occupations. 

In  short,  it  is  through  learning  levels  that  students  fully 
sncounter  e^^ariantial  aspect  of  EBCE  learning;  they  choose 


EKLC 


/ 
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EXTENDED    SITE    USES    AND  LEARNING    PLAN  CYCLE 


To  iIlL^scrjes  how  scudsnt  and  dault  involvsnmnt  in  communicy  sitss  is 
wovmn  zagmmer  ca  provida  integrated  And  ^mprmhmnsive  learning 
experienj^^S  f  thm  Sollming  display  looks  at  the  learning  level  Mnd  skill 
building  level  processes  from  the  point  of  viev  of  the  SBCE  learning 
plan  oucle^ 

\55E55?^T  information  in  gained  through  the  student's  previous  career 
explorations  of  sites  ar.a  tnrough  tasting  and  interview  analysis  of 
Life  Skills  and  Basic  Skills  abilities  and  personal  interests. 


PRESCRIPTION  for  the  individual  student 
follows  assessment  and  includes  the 
following i 

Pro j gets  th  ^=ijic  Ski:.ls. 

Life  Skills   .  .reer  Developr^nt 

opportunities  ;  ^icular  to  tha^; 
aite   (^ee  Item 

Skill  develoiimant  acti.Hties 
negotiated  between  student  and 

the  employer  instructGr  ^at  enable 
'j\e  student  to  acquire  skills  most 
relevant  to  personal  interests  and 
needs  (see  Item  2) 


SVftLtjATiON  and  INTEG^TIQN  of  student  experiences  and  adult  fee^ack 
takes  place  oontinyously  i 

through  employer  instructor  and  learning  nvanager  evaluation 
of  completed  project  activities 

through  employer  inst    ictor  eval^aation  of  s>:iil  dev!=.opment 
activities 

through  employer  instructor  evaluation  of  the  M.udent'a  general 
perfomance  ^nd  behavior  at  the  site  ismc  Item  2) 

through  the  student's  evaluation  of  site  e^eriences  and  the 
ernployer  instr=   tor  (see  Item  2) 

through  conferences  in  v;hich  the  student  and  employer  instructor 
meet  with  the  employer  relations  specialist  to  discuss  their 
evaluations  of  each  other 

through  si^sequent  choices  and  negotiations  the  student  has  with 
the  enpioyer  relations  specialist  regarding  other  sites  to  i^e 
for  indepth  learning  and  with  the  learning  manager  regarding  oWier 
projects  to  compltta 


L^A^nlng  ^  Skill  Building  Levels  {I;ern 


CQurses  of  action,  perform  realistic  tasks  alongside  working 
adults  arid  eKperience  and  reflect  on  the  rfisults  of  cheir  action, 
They  reach  out  into  t±iB  world  and  gain  tangible  fee^agk  from 
the  people  and  places  that  m^e  up  their  world. 

The  key  thing  to  remamber  ^out  learning  levels  is  ttat  they  bring 
together  tiie  reality  of  a  commimity  site's  learning  opportimities 
with  the  reality  of  the  student's  particular  pei^onal  and 
educational  needs.     fte  stress  is  equally  on  gaining  relevant 
occupational  skills  and  making  progress  in  a  cQTOrehensive 
educational  program-     To  do  this   (CS) 2  uses  a  learning  site 
analysis  procedure  confined  with  an  individualized  student 
assessrent  and  negotiation  procesa  to  prescribe  onsite  project 
activities  in  Life  Skills ^  Basic  Skills  and  Career  Development. 
It  is  th3  EICT  educational  team  who,  with  the  si^port  of  emplcver 
site  personnel,  work  with  each  student  to  plan,  implement  and 
evaluate  the  student* s  learning  level  activities  1 

SKILL  BUILDING  LEVELS 

The  major  difference  between  a  skill  building  level  and  a  learning 
level  is  tiiat  die  student  jt^es  advantage  of  what  an  ariployer  site 
is  already  offering  its  e^loyees  in  the  fom  of  preapprenticeship 
and  other  types  of  job  skiill  training  progran^.     In  the  learning 
levels  staff  work  with  the  en© layer  instructor  at  a  site  to 
analyze  that  site's  learning  potential  and  to  personalize  the 
student-s  learning.     In  the  skill  building  level  there  need  not 
be  a  learning  site  analysis  since  the  student  chooses  ^e  site 
precisely  for  an  occupational  learning  progrant  already  in 
existence . 

Thus  skill  building  levels  are  a  career  development  resource  in 
the  same  sense  as  special  placements  are  a  Life  Skills  and  Basic 
Skills  resource  used  in  certain  student  projects   (see  '•Cross- 
References"  below).     For  example,   (CE)  2  students  have  taken 
courses  offered  by  a  beauty  salon  in  hairstyling,  an  automotive 
training  school  in  mech^\ics  and  a  major  wood  products  corporation 
in  wood  fiire  tedinology-     In  all  of  ttese  instances  tte  student 
attended  classes  offered  to  regular  employees  and  received  the 
same  certificate  of  completion  ^at  employees  received. 

Because  the  occupational  emphasis  of  skill  building  levels  can 
conflict  with  EBCS's  comprehensive  educational  goals,  learning 
managers  must  verify  that  students  have  conpleted  the  major  portion 
of  their  program  reqmrements  (career  explorations,  projects  and 
competencies)  before  starting  this  type  of  site  use.     Should  a 
learning  manager  feel  a  student  could  benefit  from  additional 
activities  tied  in  with  the  skill  building  level  he  or  she  may 
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negotiate  project  activities  to  be  dons  at  the  same  ziam.     If  this 
happens ,   then  the  learning  sits  analysis  procedure  noued  ^ove  for 
learning  levels   (see  also  page  300)   is  implemented  for  that  skill 
building  l^vel  site. 


EDUCATIONAL    PRODUCTIVITY    AND    COMPREHENSIVE  LEARNING 


A  very  important  issue  to  be  decided  by  any  program  making  use  □£ 
commmiity  sicas  for  student  learning  is  whether  or  not  students  wil 
work  for  pay  during  school  hours  and  the  degree  to  which  studcints 
might  benefit  employers  in  a  coamiercial  or  financial  way.     i^)  2 
takes  the  basic  position  that  students  should  not  work  as  emplovees 
during  school  hours,  particularly  at  sites  they  are  utilizing  for 
learning  purposes.     It  also  affirms  that  students  are  at  sites  for 
educational  reasons  and  should  not  be  providing  employers  with 
"free  labor.'*     Ihe  program's  polioy  statements  regarding  these  two 
issues  are  displayad  on  the  following  pages. 


—  CWSS' REFERENCES   

ThB  iBArning  plan  ay  ale  as  a  pattern  underlying  all  EBCS  curriculum 
proaBSses  is  detmllBd  in  "LBaming'  Plan  Negotiation/*  pages  43^43, 

Care&r  Devmlopnmnt  outaowe  goals  j  objaativms  and  suggBstBd 
implBmBntatlon  strategiBs  appear  in  Appendix  3* 

SpBaial  plac&m&nts  are  disaussBd  in  "Projects paae  211, 


I 


i 
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I^^ArTiing  i  Skill  Building  Levels   ,r-s-  I; 


(CElg    POLICY    ON    STUDENT    LEARNING    AND    WORK    FOR  PAY 

IS  the  policy  of  (C£5^  ^at  students  do  not  receive  financial  r^i^TBuri*--? 
for  my  activiEies  on  ei^loytr  si-@s  whii^  rtpreienting  ch^  fCEJ  ^  ar3qt=affl 
Seasons  for  this  Poligy  are  as  follows:  ~"  ^  -      -  - 

I.     Paying  the  Student  creates  legal  and  finajicial  barriers  detrirental  to  th- 
proqrasi  {work  perries,  wi-hhelding  req^iirements .   tax  reoorting  •  onion 
membership  and  so  on)  . 

1.     Paying  the  student  suggests  produe^ivs  work  h  -  h^sn  don-.     Students  aust 
not  DO  productive  while  on  employer  sj  tes  for  learning  Dursoses.  ^Rule 
oc  zhu^i     tne  itudent  should  demand  nfiore  3f  tn^  -rnpLov^r  sitg   -  -ezins 
d^t^nuion.  materials  and  so  for^  tnan  ne  is  returning  m  tne  way 
of  production  or  iervices.) 

\.     diploy^Tm  would  soon  be  classified  as   those  wilUna  and  those  not  willms 
to  pay  students,  i;   not  a  valid  deternunant  for  employer  site  use/ 

4.  Students  are  reluctant  to  leave  a  site  where  thev  are  ^e-eiving  sav  We 
must  retain  the  flexihiUty  for  new  suces  to  be  ieiected  when  the  learning 
=^tential  iz  the   rurrent  ^ne  is  e^hauscsd. 

5.  rt  has  been  our  experience  that  when  pay  and  learning  jre  mixed  ^he  oav 
activi'.ies  take  precedent.  " 

5,     Students  do  earn  a  nigh  school  diploms  for  luccessful  jonpl-tion  of  this 
program.     In  addition  they  are  offered  an  e^ceensive  iducation  that 
req^rts  facilities,  staff  and  materials. 


■nie  above  polioy  does  not  suggest,  however,   that   (CE)  .  is  in  any  wry  prejudiced 
against  st-idents  working  for  money,     Ihe  opposite  is  true.     Adequate  pay  for 
honest  and  productive  work  is  central  to  the  purpose  of  career  education. 
do  Chink  the  two  activities  should  bu  separated.  ^ereforei 


1, 


Students  ar€  er^ouraged  to'  find  employment  outiide  pijgram  hours. 


2.  We  will  permit  employers  to  hire  students  from  fCS) ,  but  there  is  no 
expectation  that  they  do  30j  any  such  agreement  will  be  entirely  between 
the  gfr© Lover  and  student. 

3.  Students  will  be  placed  on  and  moved  from  employer  sites  iccording  to  the 
gd  ucational  issues  invol ved.     Mo  cons ideration  wi li  be  '^i ven  to  a 
student's  employment  on  a  site. 

4.  Students  may  hold  part-time  jobs  during  ^e  day  as  long  ^s  the  hourly 
requirements  of  t.he   fCE)^  program  are  met.     Such  en^ioymeht  may  be  by 
employers  participating  in  the  (CE) 3  program.     Jobs  with  employers  where 
students  are  currently  placed  or  have  had  a  learning  le^el  placement  must 
be  perforTned  before  S  UO  a.m.  or  after  S-OO  p.m,  on  weekdays  or  on 
weekends  and  vacations.     In  no  case  will  work  for  pay  hours  on  fd)  ^ 
employer  sites  coincide  with  program  hours, 

1      m  will  make  available  to  students  information  about  30b  opoortunities 
as  they  come  to  our  attention. 
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(CE)2    STATEMENT    REGARDING    STUDENT   ONSITE  PRODUCTIVITY 


In  the  Experience-Based  Career  Education  medel  at  CoTOnunity  Experiennse 
for  Career  Education,  Inc.,  the  word  "productivity"  Lb  used  in  several 
different, ways.    Students  are  told  that  they  are  e^^ected  to  be 
educationally  productive;  that  is,  they  in  their  roles  as  la^ners  are 
to  produce  obvious'  results  and  participate  in  learning  aetivitiea  in  a 
sincere  and  conscientious  manner.    Employers  are  told  that  students  are 
not.  to  be  financially  productive;  that  is,  students  are  not  to  turn  out 
units  of'  work  that  result  in  financial  profit  for         ifnployer*  the 
compsmy  or  the  organization. 

It  is  a  policy  of  (CE)2  t'nat  educational  productivity  (as  describad 
below)  is  the  focus  ,of  this  entire  profr^  and  that  conditions 
listed  under  financial  productivity  art.  unaocepti^l| 


Educational  Productivity  occurs  when  students  are  produetive  in  the 
learning  sense  and  agree  to  tasks  that  ha^  the  prospect  oi^  resultinf  in 
meaningful  learning  experiences.     Students  use  equipment;  handle 
materials;  make,  assemble,  draw  and  paint  things;  and  perfoCTi  services 
for  the  purpose  of  learning  as  much  as  possibli  ^out  how  ^ese  things 
are  done  and  how  it  feels  to  do  them.     Ihey  also  help  identify  and 
design  learning  activities  and  complete  learning  objectives  that  are  a 
part  of  closely  monitored  learning  plans. 

S  cudents  come  to  understand  what  things  need  to  be  done  in  a  work  task 
and  also  why  they  need  to  be  done.    Students  do  a  variity  of  tasks  and 
reiflain  in  specific  work  areas  only  as  long  as  those  areas  are  returnihf 
obvious  learning  benefits.    The  student's  "payoff"  is  in  tems  of 
understandings  acquired,  skills  learnedi  habits  developed  and  es^riences 
gained.    Students  might  be  very  produotive  but  the  production  should 
definitely  serve  an  educational  jpurpose. 

Financial  Productivity  occurs  when  a  student  rimains  ©n  one  job  with 
the  intent  of  performing  that  job-     In  such  cases,  tha  student  turns 
out  work  comparable  to  that  of  regular  employees  ^at  could  be 
sold  for  profit  in  the  interest  of  the  company  or  organization, 
student  miight  or  might  not  be  offered  a  salary  and  might  replace 
existing  employee  or  a  potential  employee,    imphasls  is  on.thm  production 
of  physical  things  rather  than  development  of  attitudes  and  values* 
Evaluation  would  be  on  the  basis  of  quality  and  volmne  of  physical  work 
done . 
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learning  s  Skill  .Building  Levels  (Item  2} 


Design  toals  and  procedures  to  support  student  onsite 
activitias 


LEA INS  .SITE    ANALYSIS  FORM 

Thm  Learning  Site  Analysis  Fom  (LSAF)  ia  i^ed  by  the  anployer 
relations  spepialist  in  conference  witii  tiie  e^loyer  initructor  to 
identify  skills  required  for  a  specific  job  at  a  learning  site. 
The  learning  manager  then  uses  ^e  LSAP  to  acquire  information 
about  onsite  Life  Skills  and  Basic  Skills  learning  opportunities 
that  rela.te  to  individual  job  skills  and  can  be  built  into  tiie 
design  oi  project  activities  for  that  site. 

^e  LSAF  can  be  a  good  infomation  resource  toe  student  may 
refer  to  when  choosing  work  places  for  any  type  of  site  use.  It 
is  absolutely  necessary  for  the  design  of  projects  which  are 
required  for  all  learning  levels i  it  is  used  for  skill  building 
levels  only  when  students  and  staff  agree  a  project  is  necessary 
for  that  particular  site  use* 


SKILL    DEVELOPMENT  RECORD 


The  Skill  Development  Record  (see  page  290)  is  used  for  recording 
job-related  skills  toe  student  learns  and/or  practices  while 
at  a  site.     On  arriving  at  the  site^  thd  student  agrees  with  the 
employer  instructor  on         skills  to  be  learned ^  writes  them  on 
toe  record  sheet  together  with  target  dat^s  for  mastering  them 
md  begins  either  observing  employees  or  actually  practicing  the 
skills*     In  this  way^  the  student  becomes^  immediately  in^lved  in 
the  site  in  an  organised  and  educationally  productive  fashion. 
At  toe  same  time#^  for  learning  levels  toe  student  and  learning 
ipanager  will  be  negotiating  site-specific  prefect  activities 
that  are  often  tied  in  with  skills  identified  on  the  Skill 
Development  Record* 

There  need  be  no  direct  connection  .beto^een  skill  development 
activities  and  thnse  written  into  projects.   ■  Ihe  former  are 
intended  to  give  students  practice  in  job  skills  directly 
associated  with  a  giwn  occupation i  project  activities  will  often 
-do  tois  also^  but  they  are  primarily  oriented  toward  integrating 
site  es^eriences  with  more  conprehensive  learning  objectives  in 
all  three  ci^ricult^  areas. 


SKILL    PEVELOPMENT  RECORD 


student      fclgL.  iok^Z 


DIRECTIONS i 


Ask  your  EI  to  ta/ce  s  i^w  minutes  to  disams  with 
you  the  skills  you  will  b#  requiring  at  the  sitt^* 
LiB.^  them  h&re  Mnd  note  t&rget  datBS  for  coinpletioii . 

Ask  your  Bi  how  well  you  should  be  able  to  do  eaah 
tas/c.     For  Gxampla^ 

4,     Number  of  uiiits  per  (hours  j  day  f  mnutu) 
fl»     Peraent  of  saauraay  required 

Abl^  to  Initiate  mnd  complete  without 
supervision 


Site 


J,     //dve  your  EI  note  the  extent  of  your 
parti  ci pa  ti on  ^ 

A,     You  h&ve  observed  the  task 
You  huve  practiced  Uie  task 
You  have  aggui  red  the  task 

4.     Hhon  you  think  you  can  do  &  ta^k  as  Wijll  as 
your  EI  says  you  should f  have  him/h^r  c^wck 
you  on  the  task  and  fill  in  tlie  last  two 
aOlumns, 


i 

ft 

i 
i 


2 'J  3 


EXTENT  or  PARTICIPATION 


TARGET  DATE 


3-1  S" 


4'i 


COMPLETED 


3-1  5 


EI  INITIAL 


3 'J  4 


LBBrning  S  Skill  Building  LmvmlM  (Item  3 


The  Skill  Davelopment  Record  envies  students  and  staff  to  keep 
a  ciOTUlativa  record  of  skills  acquired  on  sites  which  can  be 
antered  in  the  student's  overall  EBCE  performance  records,  and 
used  for  seeking  either  futile  enployment  or  additional  education. 
The  major  criteria  tiie  EI  uses  when  judging  these  skills-  is 
whether  or  not  thm  student  could  be  hired  on  the  basis  of 
demonstrated  proficienoies ,     ^e  record  sheet  is  designed  so  all 
skills  learned  at  a  site  appear  cmnulatively  on  that  student's 
permanent  form,  thereby  enabling  staff  and  enployer  instructors 
to  sae  how  present  learning  experiences  ralata  to  the  student's 
past  choices  of  skills  to  be  learned. 

The  same  procedures  are  also  i^ed  when  a  student  chooses  a  site 
for  a  skill  building  levels     Since  thim  level  entails  detailed 
training  the  ERS  and  en^loyer  instructor  decide  how  to  susmarize 
skills  on  the  Skill  Developntent  Record,     In  sore  cases  a  conpany's 
course  syllab\;^  or  smunary  of  training  objectives  can  be  attached 
to  the  record  sheet.     If  a  certificate  is  granted  at  the  end  of  the 
skill  building  levels  it  can  be  included  in  ^pim  student ^s  portfolio* 
In  any  case # .be  sure  toat  the  Skill  Development  Record  specifies 
toe  essential  skills  learned  and  has  the  El's  initials  verifying 
the  student's  aecoi^lishnients . 


PROJECT  ACTIVITIES 


Projects  are  reqwred  for  all  learning  levels  and  nay  be  written 
to  give  the  student  additional  credit  for  skill  building  levels 
as  well*     Because  they  spend  several  weeks  or  more  at  a  site 
during  either  of  these  levels /  students  usually  negotiate 
separate  projects  for  each  site  used,     (See  "Cross "-References" 
below  for  samples  of  such  projects,)     Onsite  projects  will  often 
parallel  the  El's  job  tasks  pretty  closely  and  in  effect  provide 
a  mini'-course  in  that  person's  career  activities. 

For  example,  for  a  learning  level  project  at  a  local  newspaper  a 
student  may  go  into  .the  conmiunity  to  interview  people  and 
research  a  story/  retmn  to  the  news  room  to  draft  up  copy  and 
interact  with  editors  to  refine  the  sto^  and  prepare  it  for 
actual  publication.     (Some  e^layers  will  carry  the  es^erience 
full  circle  by  printing  student  products  so  they  can  see  the  \ 
concrete  resulU  of  toeir  efforts*)     A  project  for  an  auto 
repair  shop  could  parallel  a  shopman's  duties  from  receiving  a 
car  for  diagnosis  through  to  repairing  it  and  writing  a  bill*  Keep 
in  mind  however  that  projects  are  not  required  to  show  such  a 
close  correlation*     In  the  eicanples  just  noted  the  student  could 
instead  be  working  on  a  personal/social  dfvelopn^nt  project 
which  focuses  learning  on  coitffltuni cation  and  personal  growth  skills 
in  work  anvironinants  *  * 


ajmicuLUM  &  iNsmucTioN 


STUDENT  PtRFORMANCE  REVIEW 


Student    f^-^l^^^  - 

Employer  InstruGtor  Jdn..Mpf*f^^Y 


Date 


I 


Bitm 


Learning'  Level 


ikill  Building  Level  Q 


RepQifts  to  employer  site  on  time  1 

Adheres  to  establiahed  □chedwie 

r 

Commsnt  i 
ATTITUDE  \ 

Understands  and  aegepts  t^^^ix^A^ Ability 

^  Obaervas  employer 'i  rulii 

Shows  interest  ajid  enthusiasm 

// 

CourteQus#  eooperati^^s  / 

Good  team  worker 

Judgme??t 

^Woidm^  i©lf-oonf iienee 

^^jfioriStratc^  app^^op^^iaae  dress/f  rooming 

Oonren^iid  for  equipm*^at /property 

Uf^i  initiative  1=  ^eek^  *,»pi3Qrtunitiei  to  learn 

Lm^^in^^  growidi 

!         qm^^tic^i;       ^pB^ooriat^a ^person 

i  :  .>^f4  tropic v^^v  "ilt^  v2^:<jsnin'^  ii'eSQurces 

I  leg 4 54 s                 t^T<.^^  tviussptiy  ^                      .         ^  =^ 

f  iei?Us  f^.^ Ji4«k '  Qonee^iTiiing  perfomance 

Accapts  tfe#inback  inforMtion 

Uises  eriMioism  c&nitructiyely  . 

rCuir^leS:es  tasks  assigned 

Prograsaivily  requires  less  iupervision 

Coimmnt^  i 
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LGBrning  S  Skill  Building  Levels  (Item  2) 


Most  import«iti  the  project  is  a  formal  device  for  patterning 
con^rehensive  learning  opportunities  that  are  built  into  a 
partieular^  site.     Increased  job  skills  are  a  plumed  for  but 
essentially  fortuitous  result  of  the  student' i  pursuing  integrated 
leamijig  objeetiv^s  in  all  three  curriaulura  components*  Projects 
are  in  esaence  the  primary  learning  technique  used  durijig  learning 
levels  to  mat^  student  educatimal  needs  ^d  program  es^ectations 
for  learning  growth*     If  a  single  project  is  insufficient  for  a 
site~that  iii  a  atudiht  completes  the  first  projeot  negotiated 
and  wishes  to  yemain  longer  at  the  site—then  additional 
activities  for\a  complete  second  project  will  be  designed. 

Since  students  aay  not  use  skill  building  levels  until  the  major 
portion  of  their  progrM  requirements  are  coi^leted,  projects  for 
that  type  of  si^te  use  are  totally  optional*    While  skill  buidding 
levels  are  essentially  a  career  development  option  #  any  training 
program  a  student  takes  will  entail  practioe  of  Basic  Skills  and 
Life  Skills  as  well*     Accordingly <  learning    magers  may  dioose\ 
to  grant  additibnal  project  cret^t  to  further  recognize  the  \ 
student's  aceosplishments  »d  to  point  up  the  interrelatetoess  \ 
of  all  learning.    Often  such  projecU  will  be  as  single  as  a 
statement  to  the  effect  ttat,  upon  conpleting  toe  "company's 
program,  the  student  will  receive  credit  for  a  project  in  a 
related  Life  Skills  area.    iKamples  might  be  project  credit  ir. 
science  grated  for  an  automotive  training  program  or  project  / 
credit  in  creative  development  given  for  courses  at  a  hairs ty ling 
school*  '  ' 


STUDENT    PERFORMANCE  REVIEW 

The  Student  Performance  Review  is  a  process  by  which  the  employer 
instanictDr  periodically  evaluates  student  achievement ^  attitudes 
and  work  habits*     Irnplemented  for  both  learning  and  skill  building 
levels /  this  review  process  is.       invaluable  way  of  giving  the 
student  fee^ack  and  letting  staff  know  how  a  student  is  doing  at 
a  given  site. 

Ihe  Student  PerfoCTance  Review  form  (si^e  pjge  292)  covers  a 
student's  attendance  and  punctuality /  attitudes/  responses  to  the 
learning  process  and  onsite  performanGe*     It  allows  for  assessMnt 
of  behavioral  aspects  of  a  student -s  performance  and  provides  for 
input  to  the  plmning  of  the  student's^  ^areer  Developnent  and 
Life  Skills  activities*     Oie  El's  rerfarks  in  such  areas  as  the 
stu^nt's  use  of  initiative  or  understanding  and  accepting 
responsibili^  can  help  the  learning  meager  design  Life  Skills 
projects  the  student  can  do  either  at  tiiat  site  or  at  future 
sites*    Similarly  *  conmients  regarding  work  h^its  can  help  staff , 
particularly  the  ERS^  coimsel  the  student  on  future  site  choices 
and  carier  plans  in  general*  '\ 


CVRBICULUM  ^  INSTmCTION 


STUDENT    EVALUATION    OF    LEARNING  SITE 
^         £^  ^^U^^       ...  ....    . r  At^   (i  -      1  4 


student 

Employar  Tn^M^n^i-nT-  ^^^^  iM  a. 
Learning  Level  ^  Skill  Building  L#vel  Q 


El  DIMONSTRATES  AN  ^DlRSTANDING  OF  HIO/HER  RO^  BY  i 

r 

_Providing  ©riantation.  to  the  company 

r 

_M^in||  intrDduetions  tg  other  people 

Orienting  to  faeilitiei 

Clarifying  expeetationi  of  dress/grooming 

Defining  rules  and  punetuality 

u 

Comnmnt 


SI  PROVIDE!  A  PROnfiCTIVE  L£ARH1NU  EMVIRONMENT  IV ^ 

ie*ng  interested  in  development  of  student  and  pre 

3f  ram 

Being  willing  to  take  time  to  help 

U 

Encouraging  independent  Work  on  assigned  tasks 

Under  standing  why  student  is  there 

>■ 

Giving  feedtoaok  on  performanoe 

Eneouriging  new  and  meaningful  eKperienoes 

Supplying  company  infoCTiation  and  materials 

Comnmnt 


hm  Youi ! 

iatiified  with  your  present  learning  site? 

Gaining  valuable  learning  experiences? 

Clear  ok  your  p'erformanoe  review? 

Commmnt 


ADDITIONAL  COMMENTS 


294 


^08 


Lsmminq  5  Skill  Building  t^v&ls  (Item  2} 


The  EI  should  cen^iste  this  fom  at  least  nddway  through  the 
student's  stay  at  the  sita         again  when  the  student  is  ready  to 
conQluda  the  lea«iing  or  skill  building  level.    After  conflating 
the  form  the  EI  leets  with  the  student  and  the  enployer  relations 
spaoialist  to  disauss  results  of  the  review  and  plan  coi^sea  of 
action  the  stu^nt  might  take  to  either  change  or  in^rove  certain 
behaviors*     Used  in  this  fashion,  the  form  helps  all  parties  keep 
in  touch  with  how  the  student  is  doing  onsite* 


STUDENT    EVALUATION    OF    LEARNING    SITE  " 

.  r 

^e  Student  Evaluation  of  Learning  Site  process  parallels  the 
Stn'^ent  Perfornianee  Review  deseribed  above*    At  the  ssmm  time  as 
the  EI  evaluates  tiie  student,  the  student  uses  a  similar  form 
(see  page  294)  to  evaluate  e^erienoes  at  the  site  and  to  give 
fee^aok  about  tiie  El's  interaction  with  the  student.  Both 
persons  then  meet  and  share  each  other's  evaluations.  The 
student  thereby  hae  the  opportunity  to  rate  the  site  and  the  EI^ 
engaging  in  an  analysis /evaluation  aetivity  thAt  provides  a 
perspective  on  learning  as  a  process  and  as^erienee  participating 
in  an  open  exchange  with  an  adult  regarding  ^lair  mutual 
perforsiiuice  and  behaviors .  , 


-  -   CROSS-REFERENCBS  - 

Sice  plMaenmnt  mnd  rmdordk&Bping  proaBdurms  related  to  the  devices 
deBcribed  abovm  are  trmmted  in  Item  6  of  this  section  on  pagres 
302^305,  ^ 

* 

A  briof  Bummry  of  pointB  to  keep  in  mind  for  relating  thm 
Learning  Site  Analysis  Form  to  learning  and  skill  huilding\  levels 
appears  in  Item  5  of  this  section ^  pages  JOO-^JOi, 

The  LSAF  procedurm  is  d&saibmd  in  mora  detail  in  "Learning  Plan 
Negotiation/'  pages  72^76;  the  use  of  LSAFs'  for  writing  projects 
is  alBO  discussmd  in  "Projects  /'  pages  236^241' 

Samples  of  projects  written  for  learnir^  Imvml  sites  togmther 
with  their  corresponding  Lmarning  Site  Analysis  Forms  appear  in 
AppenMx  C*  V 

Employer  relations  specialist  responsibilities  for  the  LSAF  and 
a  sample  walk- through  of  the  procedures  for  filling  one  out 
appear  in  Employ er/Conmtmity  Resources  ^  pages  llS^^ll?  and 
Appendix  M. 


CUmiCUWH  5  INSTRUCTION 


J 

I 


1. 
2, 

3. 

4. 

5. 

6, 
7. 
8. 
9. 
10. 


^signata  staff  to  oversee  student  onsite  activities 


la  case  of  all  student  site  aGtivities  the  employer 

IS  specialist  has  primary  responsibility  for  supporting 

i  and  site  personnel.    Key  EBS  responsibilities  are 


assist  in  student  placement  on  sites  /  induing 
counseling  regarding  specific  site  choices 

make  s^e  a  Learning  Site  Analysis  Form  is 
complete  and  up^to^date  for  each,  site  chosen 
as  a  learning  level 

serve  ae  liaison  batv/een  learning  managers  and 
en^loyer  instructors  regarding  the  design  of 
project  activities  to  be  coi^leted  at  each 
site 

record  all" data  necessary  for  granting  program 
credit  or  s^porting  student  learning  and 
personal  growth 

monitor  progrmi  policies  regarding  sti^ent  site 
use  (nonpay/learner  status  of  student ,  safety 
conditions  and  student  conduct) 

report  to  learning  manager  as  necessary  regarding 
studeiit  performance  at  sites 

resolve  conflicts  betoeen  student  and  employer 
instructor 

respond  to  any  special  information  and  support 
needs  an  EI  might  have 

provide  career  and  personal  counseling  on  ah 
ongoing  basis 

share  information  about  student  onsite  actiifities 
with  other  staff  as  necessary  (for  instance^  during 
zone  debriefing  neetings) 


EMPLOYER    RELATIONS  SPECIALIST 


as  fQllowsi 
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ZAsarning      Skill   Building  Levels  (ItBm 


OTHER  STAFF 


At  the  learning  canter ;  t^e  learning  manager  plays  an  important 
role  by  intaracting  with  students  in  the  design  and  implemantation 
of  pfojaet  activities  to  be  conpletad  at  specific  learning  level 
sites*     Briefly,        tasks  include 

1*     i^ing  Learning  Site  Analysis  Fom  to  develop 
learning  objectives  which  in  turn  are  used  to 
design  projects  for  individual  students 

2,    monitoring  student  work  in  projects 

3*     providing  students  with  fee^ack  and  discussion 
regarding  onsite  learning  activities  and  their 
relationship  to  career/life  goals 

4,    making  sure  additional  learning  in  Basic  Skills 
is  implemented  as  necessary  for  individual 
students 

5*     recording  project^specific  data 

6,  verifying  student  oompletion  of  project 
activities,  including  11  certification  of 
activities  done  at  sites 

7.  generally  keeping  in  touch  with  the  ERS  as 
necessary  to  le^  ^at  person  know  specific 
changes  in  a  student's  learning  ^lan  or 

^career/life  goals  that  Bfdght  intact  onsite  '  - 

performance 


  -  CROSS''REFERENCES    -  —   -  ^  — 

Thm  ralm  display  at  t/3e  beginnj.ng  of  this  Bmation  (page  280) 
summrizms  key  Btrn^  tmkmn  by  stmff^  studmntB  "and  employ mr 
instruators  in  the  Immrnlng ' IWvml  process;  Btudmnt  and  Bmployer 
instructor  stsps  to  fallow  Mr e  also  swnmarized  in  grmatar  detail 
in  Item  3^  pages  310-312^ 

-".4  K  ^,  "  i  ' 

Rolm  dmsariptims  and  rBlatmd  information  for  mil  stmff  arm 
presmntmd  in  "Pmrsonnelf"  Management .  &  Orgmni zation ,  pages  50^57. 

See  also  "Projeats J"  pages  240^241  far  mre  information  About  the 
learning  ftmnager's  role  in- nego^ating  onBitm  projeat  activities  * 
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CUmiCULUM  £  INSTRUCTION 


Agree  on  student  rights  and  responsibilities 


Studmnt  righa  and  rms  pans  it  ill  ties  are  generally  the  sanm  for 
mil  typmM  of  site  use.     The  "Cross^RefmrBnaes"  for  this  item  list 
pmges  where  you  aan  find  discusBion  of  this  topic  for  amreer 
explorations ,  Imarning  plAn  negotiation  and  guidance^  following 
WB  Offer  a  few  points  to  kemp  in  mind  for  lemming  and  skill 
building  levBls. 


STUDENT   AND   STAFF  RIGHTS 


The  primary  student  right  to  keep  in  mind  is  that  the  student  can 
renegotiata  learning  aoti^ties  and  goals  whenewr  new 
underitan^ngs  of  lifestyle  or  eaMer  aapirations  warrant  changes 
in  what  the  student  is  doing  in  th\  progrm.    Staff  and  other 
prograja  adults  have  tiie  Mrrespo^^ng  right  (and  responsibility) 
to  help  studenta  oh^lenge  to«ir  abilities  and  goals  through  the 
ongoing  negotiation  processe^bu^t  into  the  development  of  all 
student  learning  plans ^ 

In  the  case  of  learning  or  skill  buildingNlarels  students  i^ually 
will  not  diange  their  mnds  to  the  e3cten%  of  Stopping  a  site  in 
midBtreaia  sinply  beoause  they  have  alrea^  ej^lorad  such  si,tes 
for  >oareer  explorations  arid  usually  know  what  they  are  getting 
into  when  they  diOMe  to  ret\mi  for  extended  learning.    More  often 
students  will  find,  that  certain  .pro ject  aoti^ties  are  not  relevant 
to  their  needs  or  that  some  of  the  skills  toey  ohose  to  aoquire  are 
eitoer  too  difficult  or  irrelevwt  to  what  tiiey.  want  out  of  that 
particular  site  eaqserienoe*     In  such  oases  the  student  sirtply 
negotiates  the"  desired  changes  with  the  learning  manager  (for 
projects)  or  the  eRployer  instructor  (for  skill  development 
activities) ,  ^  .  / 


STUDENT  RESPONSIBILITIES 

^     /  ■ 

,      ...... - 

Generally;  the  student  is  responsible  for  managing  as  much  as 
possible  his  or  her-  own  learning  activities  and  site  behavior. 
More  specifically,  student  responsiilities  include  ^ 

1*    arranging  for  trmsportation 
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2.  following  employer  site  rules  and  regulations 

3.  turning  in  tune  ckrds  verified  by  bhe  EI 

4*     identifying  and  working  on  skill  development 
activities 

completing  negotiated  project  activities 

6*     ooa^leting  the  Student  Evaluation  of  Ijearning 

Site  fornu  ndd^way  and  at  the  end  of  eadi  ea^erience 

7*    partioipatingr  in  evaluation  interviews  with  the 
EI  and  mployer  relations  specialist 


CROSS-REFERENCES 


Morm  dmtMilmd  lists  of  studmnt  tasks  appear  in  thm  sumnary  of 
rol^s  on  pMgm  280  and  In  thm  student  steps  to  follow  displaymd 
in  Itmn  8  (page  310)  * 

See  Career  Explorations^  pages  123-^129  and  159-161,  "Lemrning  Plan 
N&gotimtiQnf"  pagms  77-^91,  and  the  "Guidance"  seation  of  Studmnt 
Services  jfor  inore  disaussion  of  EBCE  mcaQuntabillty  standards 
and  proaedurms. 

Explanation  of  "school  year  action  zonms"  which  are  usmd  to  help 
studmnts  plan  and  managm  their  tasks  appears  in  "Learning  Plan 
Negotiationf"  pagms  81-84, 
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Identify  laarning  and  skill  building  sites  and  complete 
or  update  Laarning  Site  Analysis  Forroc 


IDENTIFYING  SITES 


When  first  recruiting  sites  the  EBB  should  determina  whether 
students  can  use  them  only  for  career  es^lorations  or  if  they  can 
also  use  them  for  leaning,  skill  bjiilding  and/or  special  placement 
lavals  as  well*    Becai^e  it  is  i^^tant  that  students  haw  the 
ch^ce  to  follow  through  on.  their  initial  as^lorations  at  sites  by 
ratimiing  for  siora  detailed  and  Intensive  learning  levels  ^ 
employers  should  be  enco^aged  to  receive  students  for  at  least 
thoee  two  levels,    toly  a  few  sites  will  be  set  \^  to  host 
students  for  skill  building  levels  because  that  use  en^ils  a 
trriining  program  situation  which  most  SMll  and  nuddle-sized 
sites  do  not  have. 

Situations  in  which  an  EI  mi^t  offer  individual  training  to  a 
student  are  usually  handled  as  laarning  levels.    An  exa^le  would 
be  an  architect  or  engineer  allowing  students  to  "shadow'*  them 
and  leam  drafting  or  surveying  skills  sufficient  to  enter  careers 
in  those  aseas*    Sudi  cases  involve  a  one^^to^one  interaction 
baween  student  and  EI  for  whidi  learning  mMagers  would  have  to 
write  projects  in  order  to  insure  that  the  student's  learning 
was  properly  plajmed?  monitored  and  evaluated, 

AS"  with  career  explorations,  the  ^pe  of  site  uses  offered  by 
specific  workplacjis  should  be  noted  in  a  naster  list  for  student 
reference  when  choosing  sites.    Most  students  want  to  know  when 
they  plan  ejcplorations  whether  or  not  thBy  ciui  return  for  learning 
or  skill  building  levels  if  desired* 

Also; remember  that  larger  sites  may  have  mora  than  one  location 
'Where  students  can  work  on  learning  or  skill  building  levels*  Site 
files  kept  by  the  EM  shoi^d  specify  this  information  and  a 
separate  Learning  Site  taalysis  Form  must  be  filled  out  for  each 
such  location*  ^ 


lEmm   SITE    ANALYSIS  FORMS 

To  negotiate  project  activities  for  a  learning  level  site  thm 
learning  manager  must  have  a  completed  Learning  Site  Analysis  Form 
for  that  site,    Whenewr  possible  the  IBS  conpletes  the  LSAF  during 
recruitment  of  the  site.    Otherwise  the  EM  schedules  an 
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appointment  with  thm  site^s  employer  instructor  and  completes  the 
foEBi  during  toe  first  days  a  student  is  at  that  site-  Fallowing 
is   a  smioaaxy  of  poijits  to  rentambar  about  thE  LShT  i 

I.     Thm  BBMrn  can  b-}  mmd  for  all  students  visiting 

a  site,?  it'shouldhe  updated  only  as  the  job  it 
describes  undergoes  significant  changes. 

2  v  ^LmBL^ing  □fajeetlvrjs  written  *from-=£5AFs  (and  used 
in  drisigning  spaQific  projects)  may  be  used  for 
rorf  thaii  one  student*     If  the  LSAF  Ganges  thm 
learning  mmager  writes  new  objectives  and  has 
thtm  verified  by  the  El.  ^ 

3.     Al^Qi^h  it  is  not  absalutely  necessaxy#  the  UAF 
can  be  filled  out  for  skill  buiiding  level  sites 
to  give  staff  a  detailed  record  of  the  site*  If 
a  project  is  to  be  designad  to  parallel  the  skill 
building  ejcperience/  an  WM  definitely  miast  be 
completed*    Su^  m  ISM  could^  be  written  from  the 
training  syllab^ia  used  by         cooipahy  offering 
the  skill  building  lewl*     In  this  case/ the  LSM' 
still  should  be  checked  wito  the  EI  or  instLructor 
offering  tiie  course  to  make  sum  the  resulting 
description  accuratsly  reflects  the  job  for  whic:. 
the  student  is  training* 

See  "Cross-References'*  in  Item  2,  page  295^  for  other  places  in 
the  hanttoooks  where  Law  procadm-es  are  detailed  md  samples 
displayed;  see  Item  11  of  this  section^  page  320/  for  a  sumiary 
of  steps  taken  by  the  EM  to  interface  X5AF  data  with  project 
negotiations* 


CURRiaJWM  a  IN  STRUCT  TON 


Establish  ?ite  ^placament  and  recor^eaping  procedures 


SITE  PLACEMENTS 


The  same  b^ic  plaaement  proc&durBB  can  be  us^d  for  all  types  of 
site  USB.     Far  an  BXplanmtiQn  and  display  of  the  placenmnt 
contraat  iorrm  m&d  by  students  and  mmployer  Instruators  see 
''Career  Explorations /'  pages  123^125, 

Since  thay  have  alraady  imt  thmir  amplayer  instructors  during 
career  e^^loratiQns ,  arrangemants  betoean  students  and  Els  for 
learning  or  skill  building  levels  ara  usually  lass  forfflal  than 
for  career  es^loratioriS,    Often  a  studant  will  arrange  to  return 
for  a  learning  leval  while  he  or  she  ia  still  on  an  es^loration 
at  a  site,     lha  ERS  should  still  ma^e  a  "first  appointaent" 
phone  call  to  the  ei^loyar  instructor  to  let  that  person  know  the 
program  is  aware  of  the  student's  intentions  and  to  make  sure 
the  21  \2nderstands  what's  involved  in  extended  onsita  learning, 

AS  with  career  explorations ,  t^at  appaintmant  time  should  ba 
posted  at  the  leading  centar  and  noted  in  the  ERS'a  records* 
Whan  tjia  student  and  EI  agree  on  a  weekly  calendar^  that  portion 
of  the  plaeeioent  contract  form  should  be  filled  out  and  posted 
in  place  of  the  first  appointMnt  note  at  the  learning  center* 
Wian  a  learning  or  skill  building  level  is  concluded  (CT)2  also 
aHks  toe  EI  to  mail  the  "Employer  Instructor  Report'-  postcard 
(just  as  with  ejcplf^^ationa)  to  verify  that  Uie  student's  attendance 
has  been  satisfactory* 


RECORDKEEPING 


Thm  sAim  recordkemping'  prodedures  apply  to  both  learning  and  skill 
building  IrnvBls, 

ATTENDANCE  ^ 

In  addition  to  filling  out  the  tiroi  sdiedule  portion  of  the 
placemint  contract  forro,  students  are  asked  to  have  their 
anployer  instructors  sign  a  Weekly  Time  Report  slip  which  is  turned 
in  to  a  clerical  assistant  at  the  learning  center  eadh  week*  %is 
helps  staff  ke#p  in  tou^  with  a  student's  attend^ce  patterns  over 
the  longer  periods  of  time  involved  in  either  type  of  site  use* 


Laarning  J  Skill  Building  Levels  (It&m  6) 


PERFORf^NCE 

(CTDj  uses  a  Learning  Site  Utilization  forrn  (see  page  304)  to 
record  all  the  key  steps  involved  in  a  studant's  use  of  a  site 
for  ejctended  learning  piloses*     Thm  IHS  collects  the  information 
for  this  foCT  and  either  records  it  directly  or  asks  a  clerk  to 
do  so.    Before  the  studentVs  exit  interview  at  tiie  end  of  a 
learning  or  skill  building  level,  the  ERS  should  m^e  sure  that 
all  steps  havii  been  conpleted  up  to  toat  point. 

To  monitor  student  onsite  perforaMce  ^e  ERS  should  m^e  regular" 
weekly,  if  posaible—raaintenance  traits  or  phone  calls  to  each  site* 
Any  specific  inforiBation  gained  about  a  student's  performance  is 
noted  on  a  Maintenance  Visit  ^cord  form  filed  in  the  ESS' s 
notebooha;    copies  can  be  sent  to  the  learning  manager  or  other 
staff  as  need  be* 

Based  on  obaervatiOTS  made  during  either  type  of  extended  site 
use  the  EBB  will  also  want  to  update  conments  regarding  the 
student's  cM'eer  interests  that  are  recorded  on  the  Student 
Profile  sheet  in  the  program's  records. 

leM'ning  manager  will  TOintain  a  record  of  student  project 
activities  in  progress  and  is  respMSible  for  making  sure  credit 
for  coi^leted  projects  is  entered  in  the  program's  record.  (This^ 
applies  for  skill  building  levels  only  when  student  and  TM  agree 
a  project  is  necessary,) 

Thm  Skill  Development  Record  fOCT  (see  page  290)  also  records 
performmce  data  regarding  the  student's  learning  of  job-related 
skills • 

Thm  Student  Perfonnance  Review  and  Student  Svaluation  of  Learning 
Site  forms  completed  several  tiMS  during  a  student's  visit  to  a 
site  are  also  filed  in  toe  program's  records  (see  pages  292-295), 

All  performance  data  for  eadi  student  is  smroiarized  in  the  Record 
of  Student  Performance  portfolio  which  serves  as  an  EBm  transcript 
and  graduation  credential  * 

Accountability  Write-re  fomn  is^  used  to  note  and  commmiicate 
to  other  ataff  and  parents  my  problems  a  student  might  have 
regarding  program  or  site  accoimtability  atandards. 


Ol  i 
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LEARNING    SITE  UTILIZATION 


Student      l^^lL.^    r?&^bUM.  ERS     i  a.L 

S1ti  dit^  ^^\¥w'te«,^>^w»t-^         Dtpartment    ^  Wep 

date  ijiitiaeed  date  acarted  date  cemplmted 


EVENTS 

DATES 

Learning  site  analysis  eompleted 

Learning  ©bj actives  written 

wri  teen           vmrifi^d  by  Ei 

Pr©jact  nagotiatad 
(Mtudmnt/LM) 

/O -  /  —  7  T 

Project  nagotiatien  ratified 

(studmM/employmr  instructor) 

Student  Perforsiance  Ha  view 
(by  mmploymT  inrntruatar) 

I  f  —  %  —  t  *f 

Student  Evaluation  of  Leading 
Site     (by  studmnt) 

Skill  Devalopment  Hecord 
(mmploymr  in$tructor/LM) 

Project  completiQn  certified 
(mmploymr  in$truawr/LM) 

\f-  3-  7^*^ 

Final  Student  PirfonBanee  Review 
(mmploymr  dnMtruator) 

/  -      7  a" 

Final  Student  B^luatian  of 
Learniiig  Site     (by  Mtudmnt) 

/  -  r-  7  r* 

Exit  Interview    (Btudmt/ mmploymr 
inrntyuGtor/WBS) 
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 —  —  -  CROSS- REFERENCSS  —   

Thm  following  record  forms  -are  disciMsed  elsBwherm  in  this 
handbook: 

Acaoimt^ility  Writs^Up  forms,  in  "LmArning  Plan 
Mmgotiation/'  page  88 

Lemming  Site  Analysis  For^  ^  in  "L&mrning  Plan 
Nmgoti  mtion/'  prnge  7 2 

Prajmat  fornm,  in  "Projmats,"  page  215 

Student  and  Employer  Instructor  Contract  form 
(plaaenmnt  contract)  and  Smploymr  Instructor  Report 
postcard f  in  "CAremr  Sxplormtions f"  page  124 

Studmnt  Profilm,  in  "LeArning  Plan  tiegotiationf" 
pmgm  54 

All  of  the  a^vm  form  arm  discussed  within  the  oontmxt  of  th# 
program's  total  rmaordkeeplng  Bystem  in  "Student  Records," 
Studmnt  Ber^ims^ 

The  BBCord  of  Studmnt  Pmrformance  iB  also  dlmplayed  in  Appmndix  D 
of  Studmnt  Serviamm^  ' 

For  more  informmtian  regarding  EES  site  mintmnance  form  and 
procedurms,  smm  "Site  UtilizMtim,"  Emploger/Comami  few  Remouraes , 
pages  ISS-'lJS.  '  " " 


Parent  reporting  is  di&cussBd  in  "Learning  Plan  Negotiation/* 
page  69, 


CURRICULUM  S  INSTRUCTION 


Arrange  for  necessary  mterials  and  transportation 
logistics 


tte  "Learning  Resources"  seccion  of  this  han^ook  (particularly 
pages  481-483  and  494^498)  explains  ElCE's  approach  to  student 
laarning  mata rials .     Essentially  these  should  consist  of  tiie 
people ,  equipment,  literature  and  products  available  at  various 
community  sites ^ 

Issues  pertaining  to  student  i^e  of  t jmns gortation  are  discussed 
in^.  "Career  E^lorations pages  134-i36i  related  forms  and 
proced^es  are  also  referenced  tiiere^ 

Identification  photographs,  posted  at  each  site  a  student  visits 
are  also  disaussed ^and  referenced  in  "Career  Es^lorations, " 
page  135. 

Eecgr^eeping  forms  have  been  discussed  and  referenced  in  toe 
prece^ng  item  (pages  302-305)  *    Following  is  a  sOTmary  of  foni^ 
to  be  prepared  in  advance  and  thm  nuiflber  of  copies  needed  for 
eachi  ' 

Laarning  Site  Analysis  Fonns^-^one  for  eacii  site 

Learning  Site  Utilisation  ForM^^one  for  each  tiTO  a 
student  uses  a  site  for  either  puipose 

Maintenance  Visit  Record  forn^-*-one  for  each  week  a 
student  uses  a  site  for  either  purpose 

Student  Evaluation  of  Learning  Site  and  Student 

Performance  Review  forms— at  least  two  of  each  type 
for  each  tinii  a  studant  uses  a  site  for  eitoer 
piurpose 

Student  and  lE^loyer  Instructor  Contracts  and  Employer 
Instructor  Report  (placement  contract  forms)" 
one  for  each  time  a  student  uses  a  site  for  any 
pi^pose 

Project  forro^-^eam  student  will  need  at  least 
ten  each  year 

Weekly  Timt  Reports— one  per  week  for  lach  student 
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Conduct  orientations  for  students  and  en^loyer 
instructors 


Proamdurms  snd  Mttltudm^smtting'  conm&nts  for  orienting  both 
studmnts  and  mmploymx'  inrn'^uctorB  hmvm  already  been  prBSented 
in  the  orimntation  Itrnm  for  career  mxplormtions  (sme  p&ges  137-144)  . 
LiJts  of  studmnt  a/3d  mmplayBr  InBtruator  tMBks  for  Immrnir^  TbvbIb 
ara  pr&sBntmd  m  the  follawing  page&  ^    Because  skill  building 
ievai  procedures  are  bmBiamlly  the  same  as  for  learning  Imvmls 
(with  ^e  exemption  at  tiims  of  projeat  Aativitims)  ^  thmre  are  no 
cAeckligts  for  thmt  mtrmtm^.    Bmlow  is  a  brief  simmry  of 
addition^  poinim  you  might  wish  to  make  during  orientation. 


STUDENTS 


Bemind  students  that  learning  levels  emphasi^a  comprehensiva 
laaming  aatiyitiei ;  if  they  wish  spacif ic  career  training  th4y 
may  i^e  skill  building  lavals  af t.ar  the  bulk  of  their  progr^ 
requireiaants  have  bean  jnet*     Determination  of  whathar  or  not  a 
student  may  use  a  skill  building  level  is  made  individually 
through  negotiation  with  laaniing  managars. 

Also  make  it  cl^iar  to  students  ttiat  aithar  type  of  aKtended  site 
use  will  make  hea^  dasands  on  ^eir  own  abilities  to  organise 
their  tiaa  and  follow  through  on  their  responsibilities^     It  is 
partieularly  .uoportant  that  they  \mderstand  the  concept  and 
procedures  of  the  school  year  astion  zones  (see  "Cross-- Refarencas" 
below)  in  relation  to  time  and  task  schedi^ing. 

New  students  who  might  be  shy  about  thm  prospect  of  spending 
several  weeks  at  one  place  in  the  coammiity  can  be  reassured  by 
reminding  them  toat  they  will  have  a  chance  to  become  comfortable 
with  meeting  adults  through  their  shorter  career  explorations 
before  they  eoraflit  to  learning  levels.    Similarly,  laMiing 
managers  will  be  working  with  students  on  their  first  projects  and 
will  have  many  chances  to  help  each  student  in^vidually  deal 
with  hesitations  or  confusions  regarding  how  onsita  projects  are 
designed  or  collated « 

As  with  career  e^lorationa,  an  orientation  workshop  format  can 
work  well  to  introduce  students  to  some  of  the  variables  involved 
in  choosing  learning  level  sites  and  in  deciding  on  projects  to 
be  done  at  tiie  sites*    You  might  use  a  display  or  overhead 
trwsparency  of  ^e  Learning  Site  utili:Eation  fom  as  a^way  of 
e^laining  the  laparate  stages  involved  in  each  learning  level* 


CURMICULUM  S  INSTRUCTION 


A  mock  waaJc*throufh  pf  the  site  selection  and  project  ntgotiation 
procesaes  can  also  be  presented.     (See  Items  9/  10  and  12  for 
details  concerning  how  students  choGse  and  ucilisa  sites.) 


EMPLOYER  INSTRUCTORS 

since  Els  for  learning  lavBls  will  already  have  hosted  students 
on  career  explorations  usually  do  not  need  a.  lot  oS  additional 

orientation  to  the  concept  of  student  onsite  learning.  Also, 
development  sessions  held  in  thm  evenings  for  all  employer 
instruetors  give  staff         Els  chances  to  share  ideas  and  ex^ange 
questions  and  answers  about  specific  situations  that  might  arise. 
When  a  sttident  diooses  a  learning  or  ikill  building  level  site 
the  Ere  should  make  sure  the  EI  does  understand  his  or  her  role 
and  answer  any  last  minute  questions  that  might  arise.  Bayond 
that,  the  EBB  will  ba  m^ing  regular  maintenance  visits  to  ea^ 
site  and  o^  deal  wito  additional  problems  or  questions  as  they 
arise*    A  sumaav  of  employer  instructor  responsibilities  that 
can  be  laaed  to  supplement  the  diecklist  (see  page  312)  whan  first 
briefing  Els  ijicludasi 

1.  identify/  schedule  and  provide  for  student  onsite 
learning  experiences 

2.  participate  in. the  completion  of  the  Learning 
Site  toalysli  Form 

3*    help  identify  Basic  Skills  learning  opportunities 
for  BAdh  student 

4.  infora  ERS  of  performance  levels  espected  for 
various  tasks  students  can  do 

5,  approve  and  prioritize  learning  objectives 

.   6.    periodically  coB^lete  Student  Perforinance  Review 
form  and  share  results  with  student  and  ERS 

7,  tutor,  as  possible^  students  with  special  needs 

8,  certify  stt^ents'  time  at  site 

9,  participate  in  final  evaluation  of  student  in  a 
debriefing  confeMnce  with  student  and  ERS 
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CROSS- REFERENCES 


Studmnt  orientatiQn  to  £h#  entire  program  Is  disaussed  in 
"ProgrMm  Ent^/Exit/'  Studmnt  Services,  pages 

DBvmlopTmnt  smsmions  to  orient  and  further  train  Bmplayer 
instruators  arm  ^samsed  in  "Bmploymr  Instructor  Dmvelopmnt/ 
Smploy&r/^nrrmunlty  ResQuraeSr  P^ges  74^102, 

School  year  action  zones  are  explained  in  "Learning  Plan 
Nmgotiation/*  prngms  81^84, 


/ 
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STUDENT    STEPS    TO    FOLLOW    FOR    LEARNING  LEVELS 


1,     Frbm  the  sites  you  have  e^^lored*  choosa  one  you'd 
like  to  return  to  for  a  learning  level. 

2-  Tell  your  daciaion  to  your  a^loyer  relations 
specialist  «id  suggest  a  time  you  would  like  to 
start* 

3-  Disoi^s  with  your  learning  manager  the  kind  of 
project  activities  you'd  like  to  do  at  the  sitei 

a*    What  are  y-;  -  specific  interests  in  that 

site?     (job  skills,  people ?  products*  possible 
ej^erienc^js  and  so  fortt) 

Which  L/'fe  Skills  area  would  oest  suit  a 
project  for  that  site? 

c.    WnsLt  are  your  Biiaic  Skills  neec^  and  interests 
that  might  be  practiced  at  that  site? 

4,    Arrange  witt  your  IBS  to  go  to  the  site  and  plan  your 
transportation  toe  re* 

/ 

5^    Go  to  the  site  and  uae  the  "Student  and  Es^loyer 
Instructor  Conteact"  form  to  plan  your  weekly 
s^edule. 

Agree  with  your  II  on  job  skills  you  wish  to  learn 
and  begin  ^serving  and/or  practicing  thaini  write 
those  down  on  your  Skill  Developinent  Form.  (Don't 
lose  that  formi    Your  EI  will  initial  it  as  you  leam 
skills  and  wa  will  uie  it  to  record  your  beaming  in 
our  records*) 

6,    Meat  with  yoiar  learning  manager  and  nego^ate 
project  acti^ties  to  do  at  tiie  site* 

7*  Ba  siiuB  to  havn  your  Mi  sign  the  Weekly  Time  ^port 
slip  and  twm  it  in  to'  the  clerical  aasistmt  eva^ 
Friday* 

8.  Every  cot^le  of  waeka  remaster  to  Mmplete  a  Studant 
Evaluation  of  LaamiM  Site  form?  the  11  should  do  a 
Studant  PerforaMce  Raviaw  form  at  thm  mmjsm  time* 


uBarnlng  a  Skill  Building  Levels  (Itam  8) 


STUDENT  STEPS  TO  FOLLOW,  continued 

Meet  together  with  your  El  and  discuss  your  evaluatiors 
of  ea^  other;  the  en^loyer  relations  spacialist  will 
usually  be  there  for  tiiese  meetings, 

9.    Work  on  your  project  activities  i 

a.  ask  your  EI  for  help  as^  necessary 

b.  check  in  regularly  wito  your  learning  majiager 

c.  try  to  stick  to  target  dates  I 

d.  obtain  yovuf  El's  verificatiOT  of  those  activities 
requiring  his  or  her  evaluation 

10.  When  the  project  is  done,  turn  it  over  to  your  learning 
tnanager, 

11.  Make  siyre  your  SI  has  initialed  all  the  skills  you 
learned  on  your  Skill  Development  Eom. 

12.  CoB^lete  the  final  evaluations  of  your  site 
es^eriences  (see  step  8)  and  meet  with  your  El  and 
EM  for  an  escit  interviei^, 

13.  Discuss  with  your  learning  Mnager  and  Era  any 
poss^le  next  steps  you  sdght  take  to  continue 
building  your  skills  and  interests,     ^at  is,  other 
projects  you  can  negotiate,  otter  sites  you  might 

go  to  for  e^lorations,  learning  levels  and  so  forth. 

14*     Don't  forget  to  write  a  thank-you  letter  to  your  EI  i 

15.     If  you  want  more  tiaxning  in  an  occupation  to  better 
prepare  for  employment,  talk  to  your  EM  and  learning 
manager  about  a  skill  bMldinq  level.    If  you  are 
finished  with  most  of  your  program  requirements  you 
may  be  ^le  to  go  to  a  site  offering  a  training  program 
in  the  skills  you  need* 

If  you  da,  you  uriJl  jfoiioHr  thm  Bmm  hAslc  Mtmpm 
dmsQ^ibmd  abovm  far  Immrning^  lovmlM,    Thm  only 
di£f&rmnam  will  bm  thmt  a  projmct  mMy  not  bm 
n&mMMmry,  dmpmnding  on  what  you  and  your  Imarning 
mmmgBr  dmaidm* 
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EMPLOYER    INSTRUCTOR    CHECKLIST    FOR    LEARNING  LEVELS 

TO  FACILITATE  THE  STUDENT *S  LEAW^ING  PROGRAM 

i.     Hold  interview  at  your  site  wi^  m\  EBCE  employer  rQiations  specialist  to 
coi^leta  a  Leading  Site  ^alysis  Pom  (L5^)  suggest  lea«iinf 

actirifiiaii  and  job  skills  students  may  do  at  your  site, 

3,     ^ceive  ^e  studant  at  your  site  and  decide  job  skills  he  or  she  can  begin 
prictioing^ 

3.     Review  learning  object ves  the  leaming  manager  writes  frDm  the  LSAF  and 
prioritise  them  in  the  or^r  in  wh4ch  they  niight  ba  done  at  your  site. 

4*     F^vieir  and  approve  the  student  project  designed  from  the  learnijig  objectives* 

5.     Help  establish  targe t/completi on  dates  for  learning  activities  on  projects 

Halp  the  student  witn  pro ject-^ related  research  at  your  site,  as  specif ied  in 
leaminf  objectives^ 

7,     Provide  the  student  with  a  place  to  study. 

3.  Evaluate  the  student's  perform^ce  of  some  project  activities  ^d  certify 
their  satisfactsry  cQmpletion  when  called  for  on  the  project  form  (see 
"Criteria**  eoluEm)  . 

9.     tecsrd  on  the  Skill  Divel^nient  Sheet         skills  ^e  student  aoquires  at  your 
site*  '^rerifyinf  that  ^ey  were  perfortBed  according  to  your  standards^ 

10.  Help  the  stttdant  eoa^lete  any  Basic  Scills  assessMnts  in  reading  and 
siathematics  that  might  be  piiuuted  for  on  the  project  and  show  relationship 
be&i^en  job  tasks  and  Basic  Skills  needs  wherever  possible. 

11.  Help  the  student  work  with  Basic  Skills  materials. 

12.  Connie  te  Student  Ferforaanee  Heviews  and  discuss  the  student's  a  valuation  of 
his  or  her  site  es^erienees* 

13.  Coi^sel  regularly  with  students  about  career  plans,  site  es^riences  and 
so  forth, 

14*     Help  the  EES  maintain  v^ekly  contact  (personal  or  telephone)  wi^  you* 
TO  MONITOR  STUDENT  AnENDAHCE 

1.  Establish  a  regular  weekly  s^iedule  with  the  student* 

2.  le  sure  that  the  stu^nt  re^rts  his  or  her  tiM  schedule  and  any  chajifes 
in  it  to  the  BBS* 

J.     Btm  STU^T  l#mCL¥  Tim  SLIPS  to  validate  their  accuracy, 

4.  Deal  with  sfaident  at^ndanc©  problem  as  you  would  ^omm  of  m  en^loyee, 

5.  Maintain  weekly  contact  with  the  ZM. 
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Working  with  Learning  &  Skiil  Building  Leveis 


Support  stiident  choices  of  learning  or  skill  building 
laval  sites  ^ 


Student  smlmction  of  sitms  to  usm  far  l&Arning  purposBs  is 
ultimmtBly  a  rBmult  of  all  the  IntBrmctians  they  hmvm  with 
prc^ram  adults  in  the  aotirse  of  idmntifying  and  refining  thmir 
individual  Imaming  plmns .     In  addition  to  aomtmnts  offmrmd  bmlow 
you  might  find  it  useful  to  rmvim  Items  13  and  20  in  "Career 
Explorations"  whiah  discuss  caunseling  students  about  site 
choirs  (see  pages  148  and  166  rmspeotively)  . 


CHOOSING    LEARjNING    LEVEL  SITES 


Because  learning  levels  costoine  occupa^onal  a^^erienees  with 
projeat  activities  both  the  amployer  relations  spaeialist  and  the 
laamtog  manager  will  be  involved  in  student  negotiation  of 
learning  level  choices.     Some  students  ^ill  choose  sites  for 
specific  career  development  reasons ;  otoars  will  have  more 
generali2ed  or  personal  interests  in  mind.    What  is  iBportant 
to  reinen^er  is  that  the  learning  leval  strate^  is  sat  uo  so 
students  gain  both  increased  knowledge  of  specific  job  skills  and 
opportmiities  to  pursue'  their  individMl  interests  in  Life  Skills 
and  Basic  Skills  areas.     Their  own  TOtivations  for  choosing  sites 
will  of  course  affect  whether  they  emphasize  one  kind  of  learriing 
over  another  but  their  onsite  activities  should  always  be  planned 
to  insure  they  confront  both  job  skills  Md  personal  interests. 

Occupational  interests  will  often  be  the  most  obvious  reason  a 
student  selects  to  return  to  a  site  for  a  leaming  level.  After 
as^loring  one  or  more  sites  in  a  certain  career  area,  mmt 
students  will  want  a  learning  level  in  that  area  to  gain  mors 
inforination  on  which  they  might  base  their  future  career  plans. 
Ideally  staff  should  encourage  students  to  have  at  least  two  or 
three  leaCTiing  levels  eaoh  year  in  different  occupational  areas. 
In  this  way  students  have  a  chmca  to  con^are  their  indeptt 
experiences  with  saveral  jobs  the  same  way  toey  conpared  their 
observations  of  jobts  d^ing  career  esQ^lorations. 


Personal  interests  or  needs  in  certain  Life  Skills  or  Basic  Skills 
areas  wi^?^also  influence  student  site  choices.    Students  with 
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Strong  interests  in  maxh  or  science  will  tend  to  pick  learning 
level  sites  where  they  Qmn  nractice  those  skills  with  professionals. 
SimilMly*  students  with  ^ficiencies  in  certain  areas  may  select 
sites  where  the  people  or  envirOTMnts  are  best  suited  for  their 
iB^roving        those  areas.     For  instmce^  a  student  ha^d^ng  trouble 
with  math  and  having  a  strong  interest  %ii  the  outdoors  can  link  up  with 
an  engineering  firm  and  spend  tijse  learning  surveying  skills, 
practicing  mathematics  and  also  follwing  torough  a  career 
possibility  by  e^CMdning  whether  or  not  si^veying  as  an  occupation 
provides  satisfying  outdoor  experiences.     In  another  case  a 
student  with  difficulty  relating  to  people  could  plan  a  personal/ 
jocial  de^lopTOnt  project  at  a  social  ser^^ice  agency  specifically 
to  improve  coaanunication  skills  and  gain  an  increased  understanding 
of  hu®^  interaction* 

Employer  inatruct:Ors  can  also  be  the  reason  spme  students  choose 
to  return  to  sites  for  learnjjig  levels.     A  student  ndght  develop 
a  friendship  with  a  certain  adult  i^d  decide  to  spend  more  time 
working  with  that  person  sinply  becr.ose  of  satisfaction  gained 
from  the  personal  relationship*    Also?  sOTe  Sis  may  volmiteer  to 
spend  eictra  tima  with  certain  students  to  help  them  work  on  a 
certa^  learning  objective.     A  reporter,  for  instance*  might 
suggest  to  a  student  visiting  on  an  exploration  that  he  or  she 
would  be  willing  to  work  in  greater  detail  with  that  student's  , 
writing  skills*    An  independent  tutoring  arrangement  could  be  set 
up  or  a  forMl  learning  level  initiated  whereby  the  student  also 
gained  additional  job  skill  learning. 

In  SOTmary/  QCB  is  not  directly  in  the  bi^ines.^  of  training 
students  for  specific  employTOnt;  its  prima^  goal  is  to  help  all 
students  increase  ^eir  abilities  to  plan  and  make  decisions 
about  their  careers  and  lifestyles  in  general.  Different 
students  will  choose  different  paths  for  different  reasons i  as 
long  as  they  continue  meeting  program  e^eetations  in  each 
curriculusi  area  they  should  be  free  to  follow  courses  of  action 
that  are  appropriate  to  them  as  individuals . 


CHOOSING    SKILL    BUILDING  LEVELS 


The  skill  bi^lding  level  is  an  EBCT  option  whidi  responds  to  one 
kind  of  student  need.    Essentially  it  enables  those  students  who 
are  conv?.nced  ^out  entering  a  certain  occupation  to  gain  the 
skills  necessary  for  them  to  be  employed.     (C&)  2  does  not 
encourage  all  students  to  Mke  use  of  this  option  siHply  becauae 
many  students  are  not  rea^  to  make  su^  a  coBroitnient,  For 
those  who  are  interested  in  skill  building  leWls,  staff  should 
keep  in  mind  some  of         problem  as  well  as  benefits  associated 
with  early  entrance  into  a  career*    Ask  yourself,  and  thm  student, 


iMarning  s  Skill  suilding  LrnvmlM^  (Xtmm  9) 


My  gainw  right  intm  k  jmb  Lh  teij  pBrmmi  auttiiig  off 
futurm  optima  hm  ar  &hm;  mi^ht  jiave?    ShQuld  tim  mtudmnt 
■eeaomidm^  fuxtlmr  iBduamtion?^   What  arm  thm  chmnam&  of  tim 
siudmnt  ^mtuming  fo  ^ghool  for  mdvmnaed  trMinlng  Imtmr  oh? 

Tim  world  ik  filled  ^th  people  who  are  unhappy  about  hav^g 
iQGkid  thmmmhmm  into  a  aMtain  J^ind  of  job  and  now  fael  ^ay 
cannot  ehanf®,    Thtre  are  also  many  psbpla  wh©  are  psrfeatly 
happy  with  jobs  they  bafM  ^te^  hig^  who  find  their 

work  challmgihg^  iatiifying  and  perionally  miahingful*  You 
Qinnot  decide  what's  best  tOK  a  student;  but  you  oan  make  sure 
thte  student  SMffully;  Gonsidars  the  ooniequenoes  of  bne  oourie 
of  action  ovmr  MiothB^t 
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PLANNING  LEARNING  LEVELS 


I 
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Learning  s  Skill  Building  Levmls  (ItBm  9) 


DOING   LEARNING  LEVELS 


mU.  '  AT    THE  SITE 


EVALUATE  SITE 

YOUR  tMPi^VlR 


chkk  in  am  liarkung 


l^fiTR^JcroR  \m.[^ 
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Arrange  with'  employer  instructors  for  studantg  to  go 
to  todir  sites  and  begin  learning  activitie^/ 

I     :  / 

■    ;  .     ■  '  / 

For  thi&  step  you  will  wmnt  to, review  pToaBdurmM  for  thm  LaMrnIng 
Site  AnAlyMis  Fojtm  (smm  Itmm  5  for  disoussion/Mndi  fiir^mr 
TmiBrBnamm)  .    ^au  Mhould  mImq  look  ovmr  t/ie  mxplAnmtion  of 
plmCBimnt  proamdiweB  in  I^mm  6  (pAgm  302)  of  this  miction  and  in 
Itmm. 4  of  "CMrmmr  Sxplor^tionB pmgms 

Otudanta  themsalvei         arrange  their  first  appointinents  with  : 
enployar  instrustori  /t©r  beginning  laarnirig  or  skill  building 
lavela*    Oie  esiployfr  relations  apacialist  should  also  sontaot 
Bis  to  make  sure  ^'ere  are  no  questims  needing  to  ha  answered. 
For  learning  levejrt  tea  EM  will  alio  want  to  sat  a  time  for  j 
compla^ing  or  ^^ting  the  Learning  Site  Analysii  Form  for  that  | 
site  (if  it  is  not  already  finishad)  .    The  leading  manager  usei 
the  LSAF  for  negotiating  a  projaet  for  that  site.     It  ii  inportant 
therefore  that  it  he  oompleted  and  passed  to  that  parson  as  soon 
as  possibla  after  a  student  begins  a  learning  leval« 

Stv.denta  may  be  at  sitea^for  as  long  as  a  week  before  their 
project  negotiation  is  fiJialiEad.    In  the  meantima  they  should 
be  learning  and/or  praQticing  jab  skills  partieular  to  those 
sites  *    Bieie  are  noted  on  the  Skill  Development  Heoord  fom 
(e^lained  and  displayed  in  item  2,  pages  291-293)  and  initialad 
by  the  EI  as  th^y  are  mas  teredo 

Qioosing  skills  for  the  student  to  work  on  is  fairly  straightfoarward 
v^an  the  student  first  arrives  at  thm  site  ha  or  she  sits  down  wi^ 
the  enployar  Instruotor  and  talks  about  skills  at  the  site  that 
the  student  might  laarn.    Usually  these  are  ©bviot^  tasks,  although 
it  can  help  if  the  El  has  already  gone  tiiroi^h  tte'LSM'  interview 
because  that  procadtars  pinpoints  job  tasks  ^d  underlying  Basic 
Skills  relating  to  ^ose  tasks,    Ihe  EK  Mght  also  check  with 
toe  employer  instruator  before  tiia  student  arrives  to  mi^a  sure 
tiie  EI  is  comfortable  ^th  identifying  skills  that  are  appropriate  . 
to  the  student's  interests  and  fiaads. 

All  toe  .^kills  that  will  eventiaally  be  learned  at  that  site  should 
be  recorded  on  the  Skill  Developraant  tecord  farm,  but  they  need 
not  all  be  predicted  at  the  beginning  of  the  laarning  level.  %at 
iSr  a  few  skills  nd^^t  first  be  agreed  on  that  the  student  will 
surely  be  doing  wd,  as  time  passes  and  the  student's  praficiancies 
Increase,  more  conplex  skills  can  be  i^ntified,    Mso  it  can 
happen  that  a  student -s  intarasts  shift  within  a  aert^n  job  area 
and  other  skills  can  be  agreed  on  later  in  the  learning  level  th^t 
are  mare  useful  to  that  individual's  goals • 
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LeMjrnlng  s  Skill  Building  ImvbIm  (Item  10) 


Some  skills  toe  student  may  only  be  able  to  observe  while  others 
am  he  aetually  practiced*    For  instance,  sensitive  and  es^ensive 
equipment  ml^it  be  restricted  to  autoori^ad  personnel  onlyi  a 
student  mght  then  obsejfve  employees  operating  tiie  equipment  and 


ho^  the  eqwipMnt  is  used, 
FOR  SKILL  BUILDING  LEVELS 

Ihe  Skill  DeTOlops^t  Rieord  procedures  will!  usually  be  different 
for  skill  building  levels.    In  this  kind  of  site  use  the  student 
typically  enters  iamidtately  into  a  company's  training  program  and 
there  will  be  no  need  to  decide  what  skills  the  student  is  to  learn* 
Ihe  torn  should  still  be  used  however  to  record  the  tr^ning 
reeaived  and  to  provide  a  consistent  way  of  transferring  information 
about  student  perfoMance  into  program  records. 
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Develop  and  verify  learning  objectives  from  Leaming 
Site  ^alysis  Forms  for  all  learning  level  sites 


All  learning  levmls  reqmre  onsite  project  activities.  Learning 
objectivei  to  be  used  in  negotiating  projeets  are  developed  by 
the  learning  manager  from  l#e,arid.ng  Site  Analysis  Forms  for  each 
learning  level  site*    ISMb  and  learning  objectivea  are  developed 
for  skill,  building  levels  only  when  a  projeet  is  also  planed  for 
that  type  of  site  use.    Following  is  a  swmary  of  steps  the 
employer  relations  specialist  t^es  to  insure  an  aoourate 
interface  between  LSWs  and  learning  objectives* 

1  ■ 

1,  tte  Era  and  employer  instructor  complete  the 
Learning  Site  Analysis  Form  (before  or  during  the 
first  days  a  student  is  at  thm  site) 

2,  Thm  ERS  delivers  the  LSAF^to  tiie  learning 
manager  who  develops  a  list  of  learning  objectives 
toat  cleM'ly  state  what    he  student  cm  do  at  the 
site  in  terms  of  ^'^^^ifi  ;  job  activities 

i 

'     3*    Oie  EtB  then  t^es  the  list  of  leamijig  objectives 
to  the  11  for  verification  and  priori tiEing/  tt>e 
employer  inst^uato^  makes  sure  the  ^jectives 
accurately  reflect  that  job  and  works  with  the  ERS^ 
to  organize  thmm  in  a  sequence  that  can  be 
followed  in  leaming  the  jofa* 

At  tills  point  the  EI  may  also  add  comronts 
regarding  tmsks  the  student  can  do  and  those  tiiat 
can  only  be  observed^    Also,  ^e  EKE  might  take 
notes  about  things  a  particular  student  might 
want  to  do  in  addition  to  following  the  sequence 
of  learning  objecti^^s.    iince  both  tte  11  and  ESS 
will  already   t^iy^  the  student ^  it  sometines  helps 
the  leuning  manager  to  have  fee^ack  from  these 
pe^le  regarding  how  a  project  might  be  further 
personalised  to-  meet  the  sti^ent's  wique  needs 
and  in teres ts.    Learning  objectives  themselves 
should  matdi         "j^/V  not  thm  student*  ttis 
permits  their  re-\;^e  for  writing  projects  for 
st^sequent  students  who  mi^t  choose  the  same  site. 

4.    Oie  EM  takes  ^e  prioritised  learning  objectives 
bade  to  tile  learning  manager  who  uses;  them  .  in 
negotiating  a  project  for  the  student  to  perform 
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at  the  iita«    Hie  stu^nt  will  then  bring  a  copy 
of  ttie  projaet  to  the  en^loyer  ihitructor  for  a 
final  verifisatien  that  toe  prasoribad  aetivities 
ean  be  dona  at  that  site,  ,  / 

Learning  dt^mQtLvmm  may  also  be  used  by  the  itudent  before  the 
pr©jeet  is  dtai^ed  m  a  way  ©£  idanti^ing  job  tasks  he  or  she 
aiay  be  working  on.  for  sJrill  devalopTOnt  puxposes*  Similarly, 
students  oan  use  leamijig  ^jectives  to  gui^  them  in  aotiMlly 
starting  m  aoti^tiei  that  will  finally  be  foraalized  in  the 
nego^atad  projaot^ 


 — ^^^--^--'-^  /  -  C^SS^BETEMNCEB        -  '        -  -  --    _  __  __-  _-_ 

Learningr  Bitm  AnmlyBim  Form  prQamdums  mrm^dmalt  winh  Jji  Emvmrkl 
piaass  in  thiB  hM^OQk—in  Itmm  S  of  this  seation^  pa^ms  300-301^ 
"Lemrning  Wan  NmgotiMtion,"  pagmm   72^76,  and  "Projeota," 
pmgms  213^214* 

/ 

B^plm  psiotitimd  learning  objaa-tivrnM  and  QOn&mpanMm  LSAFm  and 
prbjmctB  appmar  in  Appmndix  C*    Additional  Bamplm  learning 
objeativ^  >  appear  in  Appmndix  G» 


cumicuwM  ^  msmucTiON 


--  Nagptiat^  onsite  project  activities  for  all  laaming 
levals  and  far  ikill  building  lavels  slb  nacessary 


This  stmp  is  baBicAlly  m  ImMrninw  manager  tAsk  which  is  dmtAilmd 
mlsmwhmrB  in  this  han^ook  mdmjc  "ProjmGtM pagms  236^257, 
DiMammion  of  hw  projmat  mGtivitim&  mrm  intmgrmtmd  with  iBmrning 
ImvmlB  appmmZB  thnughout  this  Bmation  (Mmm  pMrticul^rly  Itmm 
1,  3  And  9) ;  Itmm  2  (p&gB  393)  also  mxplainM  airmmtanams  mdmr 
whiah  optionml  Bkill  buildir^  Imvml  projmctM  my  bm  n^otiatmd. 


Ihe  enployar  jfelationa  speeialist  should  look  ©viir  the  itudent'a 
projoet  after  it  is  designed  so  as  to  be  familiar  with  it  should 
the  K  have  any  qiiisuions.    Also  the  learning  manager  may  consult 
with  the  SBS  regarding  thm  wording  or  intention  behind  a  particula 
site  activity*    aa  IRS* a  knowledge  of  thm  site  and  understMding 
of  ^a  student's  perforaanM  on  siteii  can  help  the  learning 

gain  a  better  pictiare  of  what  a  student  can  or  cannQt 
reajbonably  do,  isseny.ally,  however,  EBB  involvament  at  this 
naiint  ia  minimal* 


Obt^n  ^ployer  instructor  approval/modification  of 
project  designs 


Onsite  projects  usually  requirt/ the  support  and/or  evaluation  of 
the  employer  instructor,    lefora  befinning  th^  project  the  student 
should  show  it  to  the  II  to  mkm  sure  there  are  no  last-minute 
queatic^s  or  pr^lei^  conceding  what  can  be  done  at  the  site. 
If  there  are  any  c4iwgas  to  be  made  the  student  and  SZ  can  agree 
on  a  proposed  alterative  which  is  then  checked  witii  the  learning 
manafer.    If  there  are  any  pr^lera  abotA  a  project  design  the 
EI  can  contact  tiia  enqployer  relations  specialist  or  call  ttie 
learning  manager  directly,    ^mile  LMs  do  hot  often  meet  e^loyer 
instructors,  they  are  free  to  interact  with  them  as  the  necessity 
arises. 


Learning  £  Skill  Building  t^vmlB  (Item  14) 


Support  and  meniter  student  onsite  skill  davalopment 
•and  projact  activities 


Inplaraanting  this  step  largely  involves  the  amployer  relations 
ipeeialist'i  having  a  thorough  knowledge  of  the  purposes  and 
requirements  for  studant  uses  of  sites  and  "playing  it  by  ear"  as 
probleins  or  queationi  arise  at  various  sites. 

For  both  learning  and  skill  building  levels  the  EM  should  m^m  a 
point  of  oontaoting  the  employer  instructor  at  leaat-once  a. weak. 
A  Mainten^ae  Visit  fieoord  form  (see  Item  6#  page  303)  oan  be  used 
to  record  cbservatiOTs  made  by  to#  ERS  or  reported  by  the  en^loyer 
instructor  about  a  student's  performance  or  about  a  particular 
site's  feas^ility  ae  a  learning  plaoe  in  general.    Things  the 
EHS  should  be  alert  to  incline  i  / 

1      Is  the  student's  work  on  learning  activities 
progressing  at  a'  reason^le  pace?    Are  target 
dates  being  met? 

2,  Are  there  any  special  personality  problefle, 
talents  or  traits  either  the  II  or  student 
eschiiit  which  should  be  noted  by  and/or  passed 
on  to  other  staff? 

3,  Is  the  student  showing  any  learning  needs 
(particularly  in  Basic  Skills)  that  ndght  be 
addressed  by  ad^tional  project  activities? 

4,  Are  there  any  student  accountability  problams 
(attendmce^  behavidr,  etc  J? 

Basically  this  t^e  of  information  should  surface  dicing  the 
evaluation  reviews  made  by  student  s^nd  employer  instructor  (see 
Item  2,  page  '293')  *   ^However,  these  rjiviews  only  occur  every  two 
or  three  weeks;  in  the  me^time  the  ire's  regular  maintenance 
contacts  can  be  an.  invaluable  way  of  spotting  problems  before 
they  become  serious , 
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CURRICULUM  a  INSfRUCTION  s 


Share  student/site  information  with  o^ar  staff  and 
initiata  accQuntability\consaquencas  as  necessary 


INFORMATION  SHARING 


InfomAtion  sharing  tmchniqms  are  identii^l  far  all  types  of  site 
use.     To  implmmmnt  this  Btmp  you  should  rmvlmw  tta  rmaordkmmping 
form  used  to  monitor  studmnt  onsitm  pmrfbrmkncm  (pAge  302}  and 
remd  Itmm  18  in  "Care&r  ExplorAtimm pagmM  jrS2-ifi4,  in  which 
more  dmtailBd  mxplmnationm  appear  for  informal\EBB/mtaff 
intmrAotion,  use  of  maintenancB  and  account AbilXty  fornm  and  alJ-^ 
staff  mmmtings.  \ 


ACCOUNTAB ILI TY  CONSEQUENCES 


Scudent  rights  and  rBsponsibilitims  pArtiaular  l£o  learning  and 
skill  builMng  Imvmls  havm  b&mn  presmnted  in  Itmm  4^  prnges  298-299 

Staff  and  employer  instructor  responsm  to  studmnt  accountability 
issues  is  basicAlly  the  same  for  all  typ&s  of  site  use*  Bme 
"Carmar  Explorations /'  Item  17,  pages  159^161,  for  detailed 
'  explAnations  and  mxamplms .  ' 


\J  ^  w 
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LBArning  a  Skill  Building  L&vmls  (Itmm  16) 


Have  studenti  and  amployai  Instructors  pariodically 
complete  and  di%Qmm  evaluatiens  of  their  es^eriences 


Thm  Student  PagfOTOanet  Riviaw  and  Student  Evaluation  of 


Learning  Site  foruB  a^e  Inteoduoed  and  displayed  in  Item  2  of  thii 
'  Sfotion  (pages  292^295)  «    Studentd  and  a^loyei:  Initruotori  should 
Qompltte  these  fon^  at  least  twige  during  ea^  lear^  \ng  of  ik.ll 
bi^lding  level*    If  a  itu^nt  spends  longer^  than  a  toh  ^   at  a 
site  tti'j  geviev#s  should  ©oour  on  ^bout  a    bi-weekly  basis. 

After  they  oon^lete  the  reviews,  student  an^  ii      r  ^^wn  -  ■  H  ^he 
employer  relations  apeoialist  anu  liiouss  u  sir  .  ya*uaticiis.  iliis 
not  only  is  an  ij^ortant  opportunity  for  the  student  to  give 
adults  fMffta^  but  it  also  serves  as  an  inte^at^g  aotivity  in 
which  tiie  student  cm  gain  and  refleot  on  valu^le  fee^aok  about 
his  or  her  perforaance,  attitude  mnd  general  diaracterlstios  as 
a  learner, 

In  effect  these  sessions  am  achieve  results  similar  to  those 
intended  in  the  career  ejcploration  d^riafings  (Srie  page  ISi) , 
Jfith  learning  Md  skill  bi^lding  levels,  however #  the  student 
shares  ideas  and  opinions  with  the  adult  nost  inoiediately  involved 
i!>  his  or  her  laaming— ttiat  is,  tha  a^loyer  instructor.    Thm  EM 
can,  if  the  situation  warrants,  it,  steer  conversation  from 
discussion  of  present  parformanca  to  considerations  of  what  that 
perfo^iance  mi^it  jnean  to  ^e  student's  future  career  plans « 

For  instance,  attandanc»- pattarns  or  parforman^e  of  certain  tasks 
should  be  related  to  obvious  requirements  for  employment  in  that 
career*    h  student  planning, on  aventual  self  ^employment  may  choose 
not  to  worry  t^  much  about  attendance  (other  than  meeting  program 
eructations,  of  course),  while  Mother  studiint  whose  plans  point 
more  toward  working  for  a  large  company  should  understand  how 
attendance  and  punctuality  habits  developad  dicing  high  sdicol 
will  pay  off  loiter  in  life. 
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cvmicvwH  a  msmocTioN 


Gain  mwloymr  iasttuetor  varifieatian  of  coE^letted 
skill  devaiapmnt  and  projeet  activities 


ftis  step  mhovXA  ocsw  automatically  as  ths  itudent  aQhieves 
agrMd-on  pre/j^oianciM  and  Gonplatei  projac-t  produeti  on  the 
site.    Thm  Skill  Devslopnant  Hacord  has  a  eolisBn  the  II  initials 
when  a  skill  la  learned  and  another  to  indiaate  ^e  degree  to 
which  ^a  ittidant  learned  skills.    Many  onsite  project  activities 
have  as  thair  criteria  "to  the  satia faction  of  the  employar 
instructor,"    Soma  of  these  will  siaply  entail  tiia  II "s  observing 
the  student  and  signing  ^at  a  task  meets  daily  a^actationa. 
Others  may  involve  checking  a  st^ent's  conclusions  #  testing  the 
quality  of  a  product  and  so  fertile    In  my  case#  the  es^loyer 
instructor  is  the  "teaser  of  ra^rd"  ih  the  coNiwity  and  sho^d 
be  directly  involved  in  evaluating  a  student's  work-    Since  the 
leajming  manager  is  formally  responsible  for  crediting  a  student's 
project  work,  he  or  she  should  check  the  Si's  evaluatiOTS  against 
what  staff  know  about  the  student  from  assessment  and  observations 


Ais  is  a  learri^.:!^  muager  task  which,  whenever  possible,  should 
occur  before  the  student's  temina^on  intervif*r.    In  this«way  if 
the  learning  manager  ^smvers  something  about '^e  project^s 
products  yiat  might  require  rewoticing,  the  st^ent  will  have  time 
to  make  revisions  before  the  level  is  completed. 


Ca^lete  project  evaluation  and  recordihg  for  credit 


See  "Projects,"  pages  266-273#  for  detailed  ei^lanation  of  how 
projects  we  evaluated  and  recorded  for  credit « 


Lamrning  ^  Skill  Buildiing  LrnvBlM  (Itmrn  19) 


Record  skill  i  ^valopmant  activities  for  credit 


Wimn  a  student  finishes  a  leamin^g  or  skill  building  site*  the 
ikill  tevelopment  Pacord  totm  with  Si  signatures  verifying  skills 
learnad  is  passed  to  a  clerioal  assistant  for  notation  in  the 
program's  reoords. 


Conduct  temination  inter^ew  with  student  ai^loyer 
.instruotar 


Biis  interview  qoou^s  when  the  student  and  SI  somplete  their 
final  evaluations  of  eagh  other  (see  page  325)^    In  ad^tion  to  \ 
discussing  the  student's  site  perforsuce  thja  EfiS  stould  try  to 
steer  this  interview  into  sme  consideration  of  what  the  student's 
experiences  mi^it  mmain  in  terro  of  future  career  planning*  After 
^spending  several  weeks  or  more  with  the  student^  the  esiplciyer 
instructor  should  be  in  a  position  to  give  valu^le  feactoack  on 
how  the  s^i.^^nt*s  deapnatratad  capabilities  relate  to  possible 
careers #         ■  '        .  ' 

\ 


Support  eontinued  student  site  uaes 


Remarks  for  ttis  step  are  basically  the  same  as  for  the  corresponding 
step  in  "Career  Ss^lorations"   (see  Item  20  of  that  section,  page 
166) .    Students  will  be  i^ing  sites  for  more  learning  levels  and 
project  activities  I  ttiey  ^   y  choose  additional  earplbrations  to 
follow  up  on  new  ideas  g&    #d  during  their  most  recent  *e;^ariences ; 
or  they  may  want  a  skill  buildihg  le^l  to  gain  entry^level  job 
skills.    In  any  case^  employer  relations  specialists  and  learning 
managers  should  always  diicuss  with  student  their  reasons  and  piano 
in  terms  of  broader  career  and  life  goals* 
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COMPETENCIES 


Competencies  arfc  those  skills  and  tasks  considerad  by  the 
local  commiinity  to  be  neeessa^  for  adults  to  fmction 
effectively  in  toat  eomiimity,    Studants  demonstratr  their 
competency  in  various  skills  (haalth,  insurance ^  credit ^ 
automobiles^  and  so  forth)  to  tha  satisfaction  of  GOmmunity 
members  with  proven  escpertisa  in  aach  competency  area* 


THE  PURPOSES  OF  COMPETENCIES  IN  EBCE 

The  con^etencias  are  intended  primarily  to  inside  that  students 
can  meet  their  comimiity's  es^ectations  for  adult  performance  in 
the  health- safety,  econoaic/  political,  ptopertyj  racraational 
and  occupational  aspects  of  daily  living.     To  help  studants  gain 
"survival  leva!"  proficiancy  in  ^these  areas  EBffi  idantifias 
competencies,  raquiramants  and  certification  procedures  that 

1.     incorporate  input  f rom  tte  conanunity  in  apacifying  essantial 
,  skills 

2. .  provide  for  adult/student  interaction  in  laarning  es^eriancas 
in  the  conattmiity  itself 

3.  help  studants  benefit  from  thm  knowledge  and  es^erience  of 
working  people  in  various  fields,  thereby  also  e^anding 
their  awareness  of  various  career  options  ^d  conmmity 
resources 

4.  exercise  student  skills  md  rasponsibilitias  in  dealing  with 
various  kinds  of  adults  in  diffarant  conmunity  settings 

5.  reinforce  Elffi's  emphMis  on  student  initiative  and  follow- 
through  on  laarning  activitias 

THE  PEOPLE  INVOLVED 

The  learning  resourca  specialist  (LM)  is  primarily  responsibla 
for  supporting  TOs^etencies  and  their  cartification  by  supplying 
resources  and  assistance  as  necessary  and  by  recruiting  and 
orienting  competency  certifiers* 

3lj 


CURRICUI.UM  &  INSTRUCTION 


C^^etency  certifiers  are  individuals  from  thr  commmity 
knowledgeable  in  spacific  con^etancy  areas  Md  willing  to  help 
students  prepare  for  ^d  complate  competancy  objectives* 

A  planning  or  advisory  group  of  CQ^unity  representatives  should 
also  ba  involved  in  i^ntifying  or  reviewing  which  Mmpetancies 
are  inport^t  fer  their  particular  conmunity. 

REWTIONSHIP  TO  1^  DIVIDUAL  LEARNING  PLANS 

The  certification  process  provides  students  with  fu:;ther 
opportunities  to  e^aroisa  their  basic  cormiunications ,  reading  and 
matheaiatics  skills,     Speeific  coaipeten^  requireraents  may  also 
overlap  objectives  from  the  Life  Skills  areas  and^  to  some  extent. 
Career  DevelopTOnt* 

^lle  certification  is  a  process  that  must  be  individuitlly 
ini^ated  aiid  follewed  through  by  ea^  student,  the  actual 
coi^etencies  themselves  are  not  individually  negotiated*  tolike 
aotivitiasy  objectives  and  cateria  for  other  learning  strategies  # 
con^tency  certification  by  definition  encon^asses  basic  and 
necessary  trmsacti^s  that  all  young  people  must  masteri  they  are 
therefore  tmnegotiable  in  content* 

EXPECTATIONS  FOR  STUDENTS 

All  Students  are  required  to  complete  thirteen  competencies  over 
the  two  years  they  are  in  the  program*    Since  all  are  considered 
"essential  to  sur^val,"  students  entering  as  seniors  must 
eOBplete  all  toirteen*    Students  must  formally  identify  conpebencies 
toey  are  working  on  and  set  es^ected  target  dates  for  con^letduig 
each  con^tenay  activity.     TOey  are  also  ejected  to  contact 
certifiers arrange  for  meetings*  locate,  resources  and  so  forth. 
The  learning  r.isource  specialist  and  con^etency  certifier  play 
si^portive  roles  in  this  process. 


PI£ASE  NQ^i    Eaah  OCT  program  should  mmkm  use  of  compmtmnaies 
thmt  r&flmQt  the  llvinff  aonditlons  mid  intmrmctimB  unique  to  its 
pm^tiaula^  aonmwilty*    Compmtmwlm&  idmally  should  bm  designated 
by  rmprmsmntmtiveB  from  the  aonmtimity  best  qualified  to  judge 
exmatly  what  skllJ^  Btudents  &lwuld  acquire*    Sindlmrlyi  arlteriaf 
proamdurem  and  resowtaes  appropriate  to  eaah  aompmtenay  should  be 
revievmd  for  rmlevanoy  by  aormunity  rmprBsentatives ,    While  the 
prac&di^^s  for  implmmntlng  aompetmnales  outlined  in  thim  mectim 
will  work  well  for  any  progrmm,  some  sahool^  imy  ahaoMe  to  add  or 
dmlBte  partiaular  aompetBnaies  depending  mt  input  from  their  om 
conmmiity ,  stMff  and  students* 
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Campe ten ci  es 


Steps  to  Follow 


PLANNING  COMPETINCY  CERTIFICATION 


Agree  on  purposaSf  reqiiiremants  and  proGadures  for 
aompatanGies 

Desi^ata  staff  to  oversee  identifying  con^atencies 
and  in^lamenting  cartification  procadures 

Saak  advice  fiom  coOT*;jriity  rapraiantativas  to 
define  co^etaneias  ttat  reflect  local  needs 

Agree  on  studant  rights  and  responsibilities  for 
competency  cartification 

Develop  description  of  coitpatencias  and  procedures 
into  form  usi^le  by  students  mid  certifiers 


PREPARING  CERTIFIERS,  RESOURCES  AND  STUDENTS 

Q] 

I  7  [    Orient  con^ie tansy  certifiers 


Identify  and  recrtiit  individuals  in  the  coimunity 
to  serve  as  cartifiars  for  each  coi^etency 


10 


II 


Identify  and  gather  information  resources  for 
each  coffpetancy 

Establish  racor^eeping  systam 

Prepare  and  print  necessary  to rms  and  instructions 

Orient  students  to  co^etencias  and  distribute 
competencies  TOrkbook 


CERTIFYING  STUDENTS 


Initiate  student  selecticjn  ^d  scheduling  of 
coupe  tancies 


Support  student  use  of  rasourcas  and  prapapation 
^   for  coi^etency  cartifications  ^^s^ 

'\ 

As  necessa^/  arrange  gro^  md  individual  v 
meetings  among  students  and  certifiers 

\ 

\ 

\ 
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CURRICULUM  S  INSTRUCTION 


page 

As  nacessary^  provida  certifiers  with  rasources 
—J    or  space  to  conduct  certification 

16  Initiate  accoiait^ility  consequencas  as  necessary  355 

17  tecord  student  certification  in  each  con^atency  356 

18  Maintain  regiilar  contact  with  certifiers  356 

~1    Periodically  review  usefulness  of  CQn^aten^ 
™l    resources  and  hold  meetings  with  certifiers  and 
students 


SUMMARY    OF    COMPETENCY  ROLES 


CERTIFIER 

Kay  help  select, 
rtifina  cDn^etenciea 


STUmNT 


LEARNTNa  RESOURCB  SPECIALIST 

Provide  Qrientation 

inf oiTnatiori  to  students  and 

certifiera 


Select  competencies 
to  work  on  and 
project  target  dates 
for  certification 


Cospile  list  of  cowpatency 
selections  and  target  dates 


Provida  resources  as 
itecessary;  may  ineet 
or  talk  with  students 
about  preparation 


Review  macerials  f 
attend  seminar  and/ 
or  interviow 
certifiers  aB 

n*' '  '*^'3sary 


Contact  certifier  to  provide 
seminar  for  groups  of  6  or 
more  I  provide  resource 
Sfirvices 


CojE^lete  pe^paratJon 
for  certification 


May  review  work,  suggest 
next  steps 


^Met  with  student* 
certify  competency 
comp  le  tion 


M^e  appointment 
with  certifier 


^tain  certification 
signature  ^d  notify 
staff  of  cor^letion 


May  help  with  scheduling, 
particularly  if  there  is  a 
groi^  of  students  ready 

Monitor  student  target 
dates  I  make  sure 
certifications  are  recorded 


1^ 


^  I) 


334 


Competencies  (Item  1} 


Planning  Competency  Certification 


Agree  on  pwcpommm,  requirements  and  proceduras  for 
con^etencies 


PURPOSES    mo  REquiREMENTS 

(CT) 2 ' purposes  and  requirements  for  tte  competencies  are 
siOTTiaLrized  in  the  preview  to  this  section  on  pages 
Determihing  eoi^etency  requirements  appropriate  for  otter 
eonminlties  will  depend  on  several  overlapping  variolas  i 

1,    niSBber  of  OT^etencies  agreed  on  as  appropriate 
for  your  oonmmity 

2^    types  and  romplexity  of  oriteria  deoided  on  for 
oertifying  completion  of  each  con^tency 

3.     length  of  time  students  will  be  partiGipating 
in  ^le  program 

4*    nun^r  of  certifiers  avail^le  for  eadi  con^etenoy 
in  Qon^arison  with  number  of  studenLj 

These  variables  overlap*    For  axample,  you  may  select  twenty 
con^etencies  with'  very  brief  certification  criteria  that  may  be 
achieved  in  a  year's  time*  or  you  may  arrive  at  seven  or  eight 
cor^etencies  with  more  complex  criteria  that  will  entail  longer 
periods  of  time.     Similarly ,  if  yov^  progr^  ia  intended  as  a 
single  year  es^erienc?  open  to  several  hundred  students  in  a 
small  community*  you  may  have  difficulty  coordinating  the  nun^ers 
of  con^etencies  with  each  certifier's  avail^le  time  to  insure  all 
students  con^lete  what  you  esqsact  of  them. 

To  effectively  certify  smny  students  for  a  number  of  different 
■conpetencies ?  each  con^etency  should  be  as  distinct  and  clearly 
specified  as  possible.    When  criteria  and  requirements  for  several 
conpotencies  appear  to  overlap*  confusion  is  generated  mmng  both 
students  and  cartifiars*  ^d  the  entire  process  of  preparation  and 
certification  is  con^licated  needlessly, 

i 
f 

i 

Other  points  to  keep  in  Mnd  when  planning  coir^etencies  and  their 
requirements  include  the  resources  available  for  each  con^etency 
and  the  procedures  students  follow  for  certification. 
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CERTIFICATION  PROCEDURES 


Ditailed  procedures  for  certifiers  and  students  are  listed  on 
pages  348  and  351  of  this  section*    The  procedures  you  establish 
will  intact  how  many  eon^atencies  students  will  be  ^Ic  to  ooi^leta 
the  criteria  they  will  be  al?le  to  meet  surLd  so  forth* 

^e  certification  process  is  both  an  information  exchange  between 
students  and  Imowledgeable  adults  in  the  ^op^Eimity  ^d  a  mems  of 
helping  students  imderstand  how  tte  concepts  of  accowitability  ^ 
negotiation  and  performance  relate  to  their  IItcs  in  the  comnimity. 
Although  students  receive  pTOgran  credit^  certification  is  not 
sii^ly  a  "test/*  but  is  ratoer  a  self-inshructional  process*  in 
itself  an  essential  part  of  the  teaching/learning  experiences  that 
underlie  all  of  EBCT* 

CoBpetency  certification  settings  should  be  similar  to  situations 
in  which  the  student  will  need  coi^etency  skills  in  lifei 

1*  The  student  should  Qoam  in  direct  contact  with  adults  in 
the  comimi^  licensed  or  otherwise  qualified  to  fulfill 
this  role  "for  real"  aa  part  of  ttieir  work* 

2*     The  studc^nt  i.^      quired  to  make  an  appointment  with  the 
designated  mAiX^  and  go  to  his  or  her  plac  ;  of  business 
for  thm  certification  interview  (altiiough    3  save  time  a 
certifier  may  request  a  group  certification  meeting  at 
toe  program  learning  center) . 

3,    The  evaluation  of  aon^etency  coT^letion?  e^mn  in  instances 
where  thm  oon^tency  behavior,  is  simulated'  (as  in  first 
aid)  ,  is  made  on  the  basis  of  criteria  specified  and  used 
by  adults  wto  normally  make  such  judgments  in  society 
(for  exai^le*  a  ^d  Cross  eKaminerr  p^lic  health  nurse 
or  doctor) . 

4*    CertificatiM  involves  either  situations  the  student 
normally  encounters  tfor  the  physical  health  mnd 
automobile  cen^etencies ,  for  esca^le)  or  situations  that 
simulate  es^erieni-eB  the  student  is  likely  to  encounter 
as  an  adult  (for  the  incon»  tax  md  voting  competencies, 
for  e^wple) , 

Students  do  not  "fail"  competencies  as  long  as  they  are  willing  to 
continue  to  learn  and  to  try  again*    If,  for  instancef  a  loai  / 
officer  responsible  for  certifying  the  credit  conpetancy  d^s  not 
feel  thm  student  hag  adequately  demonstrated  the  procedure  for  loan 
applicatiOTS,  he  or  she  sii^ly  sits  dovm  and  talks  to  toe  student 
^Dout  what  furtoer  learning  is  needed*    Additional  certification 
atteo^ts  may  be  made  as  soon  as  thr^  student  feels  ready. 


CampBtenaiGs  (Item  1) 


COMPETENCIES    VERSUS  MINI-COURSES 


A  final  poi-it  to.  consider  with  respaet  to  competancies  s^nd 
cartification  proeedures  is  the  nature  of  the  learning  students 
will  experience.     Thm  eos^tencies  are  furidaTOntally  essential 
taeks  and  transactions  all  adults  must  be  capable  of  performing— 
regMdless  of  tiiair  eduoational  background.    Packinr  more 
inforaation  or  events  into  a  con^etency  Bnd  its  prt  .esses  thm  are 
absolutely  necessa^  can  detract  from  the  insiediacy  (and  basic 
sin^lioiuy)  of  the  TOi^etencies, 

Staff,  students  andjcertifiers  should  not  use  the  certification 
process  for  purpose^  other  than  those  outlined  in  the  criteria 
for  each  con^etency/    HoweTOr,  oppdrt unities  for  additional  ' 
learning  may  be  generated  by  student  interaction  wi-^  cai^etencies 
and  certifiers.    Students  are  encouraged  to  follow  through  by 
developing  other  learning  activities  that  con  be  ii^leaented 
separately  from  the  certification  process, 

"MxnL^cowcmmmf--  tutorial  sessions  or  spet^ial  project  activities 
may  be  sparked  by  student  preparation  for  coapetencies  (dealing, 
for  instance*  with  more  in^pth  knowledge  of  insurance ^  the 
siibtleties  of  automotive  mech^ics  or  political  processes).  But 
these  "mini-»urses"  are  not  attached  to  Ai^at  a  student  must  do 
^nr  each  coB^eten^*    ii^larly,  while  preparation  for  a  cOD^etency 

raquently  entails  exercise  (and  perhaps  additional  learning)  in 
certain  basic  skills  (reading,  mathematics,  coimuni  cat  ions)  ,  the 
two  kinds  of  learning  shoiJ^d  not  coafeine  to  cosplicate  the  actual 
certification  process.     Instead,  stu^nts  and  certifiers  note  any 
needs  or  interests  a  student  might  have  and  set  up  separate  programs 
of  study  (possibly  wi^  the  certifier  as  tutor,  if  he  or  she  is 
willing  and  qualified) . 

The  samci  reasoning  applies  to  counseling  interactions  that  might 
arise  from  certifier/student  interaction.    While  ej^ecting  and 
hoping  for  lu^  inci^ntal  effects  as  increased  personal-social 
skills  g  star!  f  again  ^scotarage  turning  a  certification  meeting  i  -  .to 
Mything  otJier  than  what  it  is  intended  to  be.    As  in  the  case  of 
basic  skill  or  special  interest  learning,  additional  personal 
interaction  may  be  negotiated  distinct  from  certification* 


^  -       —  -■   CROSS-REFERENCE  ----  -  =^ 

Sme  "Prajmats /-  pagoa  258-263  for  discmBion  of  how  tutors,  mni- 
oourgeB  and  othmr  mare  extensive  activities  are  incorporated  into 
EBCE  student  Imaming  plmns* 
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Designate  staff  to  oversee  identifying  competencies 
and  inpleinenting  certification  procedures 


Con^tency  certification  is  essentially  a  process  of  students 
contacting  and  making  use  of  cOTsnTOity  resource  people  for  the 
purpose  of  learning  and  testing  survival  skills #     A  staff  person 
should  be  desi^ated  to  perform  the  planning^  monitoring  and 
support  tasks  necessary  to  help  students.     These  tasks  include 

1*     recruiting  rammunity  certifiers 

2-     locating r  obtaining^  cataloguing  and  mking 
accessible  to  students  informa^on  resources 
for  each  conpetency 

3*     maintaining  records  of  student  con^etency 
ca  rt  i  f  i  cat  i  on 

4,    mcffiitoring  and.  asaiating  student  vfork  on 
constancies 

5*     assisting  students  and  certifiers  with  s^eduling 
whan  necessMy 

6,    maintaining  S'^portive  contact  with  certifiers 

At  (CT)^  the  learning  resource  specialist  performs  these  functions 
as  part  of  genarally  lupporting  use  of  EBCT  resources,     Othar  ^ 
staff  people  should  also  be  familiar  wi^  the  coinp&tencias  to  be^ 
able  to  suggest  resowcas  toey  might  disco^mr  md  to  make 
suggestions  for  refinaTOnt  of  reqtiiremants  or  procedures. 


  -  ^  —   -  -  CmSS^mFEMNCES  —  = 

A  dmtailmd  rolm  dBSGription  of  thm  learning  rmBOuras  mpmaialist 
sppBATs  in  "PmrsOTmelf"  Managmmmnt  ^  OrgmnimBtiqn ^  p&ge  54;  LRS 
dutlms  in  rmlation  to  aQmpmtmnaims  arm  mlM  M^auBsmd  latmr  in 
thi^  hmndbook  in  "Lmmming  RmBouramBf"  Item  3^  pmg&s  484-485* 


*  >  ^ 
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Competencies  (Item  3} 


Seek  advice  from  conununity  represantativei  to  define 
OTmpetenGies  that  reflaet  needs  of  the  local  cowmimity 


The  eo^etencies  enaoo^ass  those  specific  skills  a  coroiunity 
perceives  as  critical  to  survival  in  it.     It  is  i^ortajit  that 
they  reflect  the  opinions  Md  co^^diticns  of  the  local  commtmity, 
Ihe  workbook  offered  at  the  end  of  this  section  is  designed  so 
that  separa^  cos^etencles  can  be  added  or  deleted  if  other  programs 
choosa , 

A  smaller  r^al  coottunity  mj.ght,  for  instance  #  consider  certain 
agrarian  or  forest  mmagesent  and  survival  skills  important  (fire 
fighting,  dealing  with  animals*  hunting  safety).    Coimunities  with 
rea^  access  to  water  recreation  Mght  think  swiaming  ia^ortant. 
An  urbM  city  might  decide  that  navigating  the  meteopolitan  transit 
sys tarn  is  itself  a  suwival  skill.    Many  coimnimities  may  rank 
bicycle  maintenance  and  aeration  as  an  important  skill* 

You  may  want  to  gather  representatives  from  all  parts  of  the 
comunity  served  by  your  program—parents #  students^  stiiff, 
businessmen,  service  agencies #  workers,  potential  certifiers — to 
help  decide  the  conpetencies  toat  meet  local  needs-    Doing  this 
CM  develop  a  sense  of  comntmity  ownership  beneficial  to  the 
progrm.    Moreover,  by  linking  coa^tt^ncias  to  prevailing  community 
conditions,  the  program  can  arri^m  at  a  set  of  skills  whose 
relevancy  to  daily  life  is  obvious  to  the  student. 

You  may  choose  si^ly  to  bring  community  people  together  to  ratify 
and/or  make  suggestions  for  revising  competencies  defined  by  staffs 
or  you  may  set  up  a  series  of  task  force  meetings  to  modify  and/or 
totally  rewrite  the  oonpetencies  presented  in  this  section.  In 
eitiier  case,  keep  in  ndnd  the  various  points  descried  in  Item  1 
for  defining  eon^tencies  and  setting  criteria* 


ctinBicuLim  ^  TNSTnvcTroN 


DEVELOPING  A  SET 


Staff  and  Selection  Committee  Steps 


Identify  essential  skills  needed  by  adults  in  your  [ 
coramunity  by  Meting  together  (aelaction  coinmittee  is 
comprised  of  students,  parents,  teachers,  workers 
from  the  community) - 


Deeide  how  many  cuii^atancias  stjdents  can  do  and 
SB  lee  t  those  your  oonttntinity  thinks  are  eisentiali 
deoide  what  parforniance.  criteria  are  necessary  foi 
students  to  show  they  can  do  each  competency. 


laview  the  details  of  each  conpetency  and  write 
competencies  in  a  form  usable  by  students* 


inpf  tenci  c'H  (It. 'in  3/ 


OF  COMPETENCIES 


Staff  Steps 


Identify  people  t©  certify  a  studant's  performance 
in  a  given  competency  and  provide  certifiers  with 
a  clear  idea  of  what's  es^ected  of  them. 


1 

Make  sure  there  are  reioitt'ces  (people,  places,  things) 
students  can  use  to  prepare  each  competency  i  obtain 
materials  and  build  reference  files  for  student  use. 


Plan  for  a  review  of  the  content,  process,  resources 
and  requirements  after  a  period  of  use,  then  make 
my  necessary  changes* 


\}1 
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CURMICULbM  S  INSTRUCTION 


AqTmrn  on  student  rights  and  responsibilities  for 
competency  certification  ^ 


PROGRAM 


Clearly  specified  accomitability  atindards  and  consequences  for 
student  porformmce  *4ra  necessa^  to  make  in^vidualized 
co^etency  certification  work  as  a  learning  activity.  Student 
accQunt^ility  amn  be  TOasured  by  several  basic  criteria  i 

1,  Uie  reqmreoent  that  a  cartain  number  of  conroetencies  be 
conpleted  each  year 

2,  program  palicieg  GOnce«iing  student  performance,  both  in 
teCTas  of  personal  behavior  and  learning  progress 

3,  the  progran's  intention  that  students  be  individually 
responsible  for  both  preparatiOT  and  certification  for 
the  cos^tancies 

To  help  students  hold  themselves  accQ\mtable  and  to  give  staff  a 
basis  for  monitoring  student  perfomance,  students  are  asked 
the  beginning  of  the  ymm^  to  salect  mnd  set  target  dates  for  the 
TO^etancles  they  ej^ct  to  cosplete  that  year,    Hiey  then  tell  ' 
the  learning  resource  specialist  their  es^ected  schedule  and  begin 
preparing  for  tiie  first  crape tencies  they  have  chosen. 

Fundamental  to  EBCE  is  the  belief  that  accomtability  standards 
must  not  only  state  program  e3^ectatj.Gns  but  should  also  be 
responsive  to  in^vidual  ^fferenees  in  each  student's  lemming 
style  and  rate,     •mus,  accomtability  standards  are  purposely 
general  enough  to  allow  in^vidual  freedom.     Students  are  ^^^ected 
to 

1*    schadiile  target  dates  for  conpleting  conipetencies 

2.  keep  their  appointMnts  with  certifiers 

3,  obey  tihe  law  and  conduct  themselves  appropriately  both  in 
the^  oonmiOTity  and  at  the  learning  center 


Compet&ncles  (Item  4) 


STAFF 


Staff  can  make  aseountability  realistic  for  each  student  by 
negotiating  the  consequancae  to  follow  when  a  stu^nt  does  not 
mmmt  a  prograBi  standard.     ThMS,  when  a  student  fails  to  meet 
projected  targa^,  dates,  the  staff  person  in  charge  schedules  a 
conference  witli  the  student  to  discuss  time  budgeting  skills  and 
agree  am.  a  course  of  action  that  will  enable  the  student  to  better 
manage  his  or  her  learning  responsibilities.    The  conference  should 
result  in  both  negotiation  of  new  target  dates  and  discussion  of 
specific  techniques  the  student  might  use  to  meet  ttose  dates.  For 
instmce,  the  student  might  choose  to  stay  at  the  learning  center 
a  certain  portion  of  each  day  to  work  on  conpetency  preparation. 
He  or  she  may  fecide  to  m^e  weekly  contact  with  the  staff  person 
to  make  sure  that  the  new  learning  and  time  management  tecimiques 
are  wrking* 


CERTIFIERS 


Certifiers  should  also  help  stutoits  maintain  accoimtability 
standards*    ^ey  can  do  this  by  sii^ly  rafusing  to  grant 
certification  to  those  students  who  are  not  prepared  or  whose 
perfoimmce  or  behavior  is  otherwise  unsatisfacto^.     If  the 
problem  is  serious  enough,  thm  certifier  may  notify  a  staff  person, 
but  this  is  not  always  necessary^  since  faili^e  to  receive 
certification  causes  the  stu^nt  to  miss  a  target  date  and 
precipitates  a  conference  for  that  reason.     Repeated  failure  to 
i!»et  target  dates  for  any  reason  leads  to  additional  cwferences 
and  further  exMlnation  of  the  student's  time  budgeting,  behavior 
and  learning  performance,     "^ese  later  conferences  may  also  include 
parents  and  the  program  director. 

At  all  timei,  consequences  follow  naturally  from  a  student's 
actions*     A  student  may  fail  to  graduate  or  even  be  asked  to  leave 
the  progrMi,  but  these  should  always  be  consequences  that  occur 
directly  as  a  result  of  the  student's  choice  not  to  meet  program 
standards. 


For  furthmr  di^cuMsion  of  Maaotmt^ility  standmrds  and  proaBdurmB 
3mm  "Lmmmlng  Plmn  Negotiation,"  pMgms  77-'91. 
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Develop  descriptic*!  :i£  kJon^etencies  ajid  procadiires 
into  form  usable  ruQ^Tits  end  certifiers 


A  workbook  format  organizes  coTOetency  requirements  and  procadures 
so  tiiat  all  involved  can  widerstand  them,     (CTjg  uses  the  workbook 
reprinted  at  the  end  of  this  section  to  orient  smd  guid€s  students 
and  certifiers  I  it  insludes 

1.     steps  for  students  to  follow  in  certification 

2*     a  general  introduction        Che  competencies  and  their 
requirements 

3,     individual  treatment  o2  each  conpetency  in  terms  of 
activities  and  criteriai/  related  resources  ^d  any 
speGial  arrangeMnts '  that  may  be  necessary  for 
certification 

The  wortoook  also  includes  worksheets  for  students  to  t^e  notes 
on  resources  and  additional  information  relevait  to  certification 
in  a  particular  competency*     For  those  progTMS  whose  communities 
have  other  or  additional  competencies  (see  Item  3,  page  339)  ^  the 
wortoook  is  designed  so  that  specific  con^etency  pages  may  be 
removed  ur  replaced. 
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Preparing  Certifiers  &  Students 


Comp&tencies 


Item  6) 


6 


Identify  and  reeruit  individuals  in  tiia  eonsnimity  to 
serve  ai  certifiers  for  each  conpetency 


The  learning  reaourra  epeeialist  ah©uld  oversee  identification  and 
recruitment  of  .cartifiers  from  the  GORmmity  for  each  competency, 
A  list  of  suggested  certifieri  for  (ro)2'^  ccmpeteneies  is 
displayed  on  the  follo*fing  page*. 

The  initial  recruiting  of  certifiers  ia  ma^  much  easier  if  the 
learning  objectives  and  act^ivitias  for  each  competency  are  spelled 
out  and  positions  or  titles  of  qualified  certifier^  are  suggested. 
For  this  reason  it  is  useful  to  t^e  along  toe  competencies 
workbook  for  the  ^rtifier  to  review  and  keep  for  refeifence, 

_      ■■  ■■  -       •  _ 

The  personal  approach  be^ean  individual  certifiers  and  staff  works 
best  for  both  recruiting  and  orienting  certifiers,    Tha  LBS  c^ 
visxt  certifiers  at  liieir  buainessas  during  toe  recruitment  process 
and  again  to  .discuss  specific  learning  activities.  Often, 
certifiers  will  suggest  otoer  people  who  can  be  certifiers  as  well* 
Problems  arise,  and  solutions  are  wovm  easily  foimd  if  the 
certifier  and  staff  meatoar  can  talk  about  it  on  a  personal  basis* 
Using  community  reprasantatives  to  halp  plan  the  compatenaiee 
(see  Item  3/ page  339)  can  also  serve  as  a  recruiting  short  cut. 
People  involved  in  plmning  may  vblmtear  as  certifiers  or  suggest 
names  of  other  people  \to  contact* 


Rementeer  also  that  whila  certifiers  should  be  "es^ert"  in  toeir 
fields,  toey  need  not  necessarily  be  employed  by  or  formally 
associated  wito  bt^ine'ssas  or  institutions  in  a  given  conpetancy 
area.    Many  parents^  for  instance mjy  be  quite  adept  at  automobiles 
or  income  taxes  and  may  be  fine  certifiers  avan  toough  their 
employment  may  be  in  other  areas  altogetoey.    At  toe  same  time^ 
however,  you  miist  be  careful  that  a  cartifier*ia  e^artise  is 
somehow  recognised  by  coitraOTity  »stan(tords,\  Otoerwisa  you  pan  run 
into  problems  concerning  toe  validity  of  a  certifier's  avmluation 
of  student  performance • 


CURRICULUM  S  INSmUCTION 


(ci)'%  compAncies  and 

\ 

SUGGESTED  CERTIFIERS 

COMPETENCE 

1. 

* 

transact  buBiness  on 
cradlt 

bank  official #  cradit  ^ 
conpmy  personnel 

maiiitain  a  ehacklng 
aseount 

bank  official  \ 

3. 

provide  adequate 
insurance 

insurance  agent 

4. 

^  file  inGome  taKes 

\ 
\ 

tan  official 

5, 

budget  time  and  money 

home  econondat  ^ 

6. 

maint^ji  physical  health 
and  leisure  time 

/ 

PI  teacher^  recreation 
leader^  "spa"  etaff 

in^fflH^^  Hj^r'^^^T*!^ 

7, 

raspand  to  fire,  police 
wd  physical  health 
emergenciei 

fire  and  poli^ce  officials 

/ 

/ 
/ 

/ 

city  recorder 

8, 

participate  in  the 
electoral  process 

9. 

understand  local 
government 

local  government  officiali 

/ 

10, 

explain  legal  rights 
and  responsibilities 

1 

attorney #  legal  aid 
socie^,  court  room 

u. 

m^e  use  of  public 
ageneies 

city  or  county  clerks 
other  government  officials # 
us  o  e  noinsn  vo  ce r s 

12. 

apply  for  en^loyment 
and  hold  a  job 

13. 

operate  and  maintain 
automobile 

m 

police  officer,  mechwiici 
driving  instructor 
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Orient  GORpatency  certifiers 


Aftsr  recruiting  aertifiers,  orient  thain  either  individually  or  as 
a  grnxx^  to  insure  their  imder^;banding  of  tha  aonpetanoiae  and  the 
certification  prccedurea.    The  clie^list  on  the  following  page 
recQimends  steps  for  certifiers  to  follow  and  may  sarva  as  a 
useftil  orientaticn  ^vl«,    ^rtifieri  should  also  be  given  the 
workbook  used  by  studi^nts,  or  at  least  a  copy  of  their  conpeten^ 
and  the  certifier  ohedclietp 

Certifiars  quidcly  learn  that  they  decide  how  to  hold  certification 
eassions«    If  apaclal  materials  or  resources  are  required^  the 
laaming  resource  specialist  provides  the  necessary  s^port.  If 
several  certifiers  are  recruited  to  hmdla  a  particular  cos^tency* 
they  may  wish  to  meet  together  with  the  LRS  to  agree  on  a  structure 
for  certification  sessions. 
\ 

I  5 


Identify  and  gather  infomation  resource  i-for  each 
cofipetency  '  \ 


Staff #  certifiers  and  students  should  all  cooperate  in  collecting 
iTiaterlals  for  the  conpetency  resource  file.    Materials  such  as 
first  aid  manuals  r  t^  information  and  consumr  literature  are 
often  available  for  free  and  can  easily  be  stored  in  file  cabinets 
at  the  program's  learning  center*    Students  themselves  ndght  seek 
out  and  a^uire  some  resources  as  part  of  toeir  orientation  to  the 
community*    This  can  be  particularly  helpful  if  staff  time  for 
su^  tasks  is  limited. 

Other  materials  accessible  at  conmunity  sites  (§t  a  certifier's 
place  of  business  I  the  local  library  and  so  forth)  should  be 
referenced  at  the  learning  center.    The  list  at  toe  end  of  the 
attached  workbook  suggests  resources  and  agencies  to  contact  for 
each  of  the  competencies,    A  c4rd  file  of  some  sort  will  help 
students  locate  names'^  addresses  and  scheduling  information  about 
specific  certifiers* 


CUREICVLUM  S  INSTRUCTION, 


CIRTIFIER   STEPS    TO  CONSIDER 


X*     Fmlliarl^e  Yourself  with  the  feneral  steps  students  £al low 
for  cartification  (listed  in  the  workbook)*  / 

2*     Beview  the  dascflptl^,  reqiu^rsments  and  arrangemEnts  for  your 
partioulmr  cospetanoy  (oytlinad  in  the  workbook)  ^ 

3^     Ask  itaff  about  rasouroes  fof  your  pu'tioular  competency 
mvaili^la  to  students  at  the  'learning  center «/ 

4*     Consider  possible  mo^fications  or  in^rovements  in  the  resources 
(inclu<Ung  other  people)  or  procedures  for  your  conipetency- 

./ 

S.     ^ve  staff  a  list  of  tiie  times  you  are  free  to 

a*    nteet  with  students  in  preparation  ^eininafs  (optional)-- 

b*    talk  to  students  over  the  telephone  about  specific 
problems  (optional ) 

c*    meet  with  students  to  certify  their  completion 
■   ^         of  the  competency  requirements 

6^     If  possible,  invite  students  to  your  place  of  business  either 
to  study  materials  you  have  there  or  to  con^lete  their 
certification. 

7^     Interact  with  students  for  preparation  or  certification, 

\ 

\  1 

/  8*     If  you  choose,  "pretest"  students  eiyuir  ^ver  thm  tej^ephone  or 
/         in  person  to  make  sure  they  are  on  the  right  track* 

9,     Agree  witii  students  on  time  and  place  for  final  certification, 

10,     Evaluate  tiie  student's  performanca  of  co^etency  tasks, 

11*     If  perforinance  meets  your  standards?  sign  the  certification 
form  in  the  back  of  the  studint  workbook, 

12*     If  perf©£Biahce  is  imsatis factory,  e 3^ lain  this  to  the  student, 
discuss  fur^er  preparation  needs  and  schedula  an  appointment 
fo^  anotoe^  try* 

13,     Review  for  yoltfself  the  effectiveness  of  yo^  interactions  with 
students  and  m^e  any  suggestions  you  aan  for  i&iproving 
certification  procedures. 


Compmt&naims  (Itmm  9) 


Ist^lish  iracerdkeeping  system 


learaing  wmso\mQB  speeialiit  ihould  have  seme  kind  of  system 
for  raeording  mxpmQtmd  target  dates  f or  eompetenciea #  ma  wall  as 
for  kMping  trade  of  thoie  oonplete^,     Forre  should  be  provided  to 
students  for  obtaining  gertifier  signatures  and  a  proaedure  outlined 
whereby  conpletion  of  eadi  competency  is  noted  in  tte  program's 
master  records,     (See  tiie  last  pages  of  the  c«npeten^  woricbook 
for  a  form  stiMents  may  use  to  obtain  certifier  signatures,) 


Prepare  and  print  neoessary  forms  and  instructions 


Aside  from  whatever  forro  your  master  records  require  #  all  the 
necessary  materials  for  ccoipetencies  and  the;  oertification 
procedures  appear  in  the  competencies  workbobk*  Consider 
staining  enough  workbooks  to  be  able  to  give  them  to  certifiers 
as  well  as  students-    You  may  also  wish  to  reproduce  tiie  certifier 
checkUst  on  the  facing  page  and  give  copies  to  each  certifier^ 


CU^CUWM  S  INSTmJCTION 


Orient  students  to  con^etencies  and  distribute 
mn^etenaies  workbook 


Thm  qoi^eteneies  woafkbook  reprinted  at  the  end  of  this  section  can 
be  ussd  as  a  guide  for  orienting  stuctents,    A  vrarkshop  format  is 
a  uiaful  struoture  far  orientation,  as  it  provides  a  rela^d 
atao^here  in  whioh  students  and  staff  can  oomfortably  eKohan^rs 
ideas  and  aaamilate  info3fmation«    Students  should  mderstand  two 
important  tilings  about  pertifioationi 

1*    Students  mxm  es^cted  to  initiate  and  follow  through  on 
their  own  cerbifiea^on  prooessesi  including 

.a*    scheduling  target  dates  and  meeting  with  oertifiers 

b*    obtaining  necessary  supportive  resourcas  to  prepare 
for  oertifioation 

o,     as  necessary,  arranging  for  transportation  to  the 
plaaes  of  oertification 

d,    maintaining  oontaot  witt  staff  regarding  target 
dates ^  resource  needs  and  ony  chMges  in  proposed 
certification  times. 

'       2*    rtia  content  of  individual  conpetencies  ii  not  negotiable; 
the  ooR^tenoies  ara  considered  essential  survival 
skills  ^at  all  students  must  acquire.    Flexibility  and 
inU^dualiEatioi  are  allmed  for  in  the  certification 
procedures  (that  is#  scheduling/  use  of  resoiu:ces  and 
intaracti^  with  certifiers)  mnd  not  in  teCT^  of  the 
criteria  to  be  n^t, 

-  '  ^ 

Bie  student  steps  to  follow  reprinted  on  the  next  page  also 
appear  in  the  c^^tencies  workbook  wd  should  be  discussed 
during  orientation. 


Co:i^tmGims  (Xtmm  11) 


STUDENT   STEPS    TO  FOLLOW 

Mad  through  the  workbook  to.  find  out  %*hat  you  ne%d  to 
do  and  whars  informatim  oan.  hm  foimd* 

a* 

Plm  a  sohedula  for  oorapletif^f  all  tha  oCT^tenoiei 
wltMn  yow  tiwm  limits «    Bmt  target  datsa  for  fjo^latlng 
#adi  one.    Record  certifier  nuiei#  titles  and  target 
dates  on  the  **^^etanoy  CertifioatlDn"  page  of  the 
iforkbook. 

3, 

Tall  the  m^ft  peMon  in  oha^a  lAat  ^'our  target  da-tei 

4. 

/ 

Bead  carefty,!^  the  inetructioni  for  ea^  ms^etency 
ae  you  prepare  for  it.    If  you  do  not  mderstand 
clearly  what  you  are  es^eqted  to  do,  ask  sOTSone  to 
es^lain . 

/ 
6'. 

List  appropriate  resources  in  thm  "Besouraes" 
/Section  of  ea^  competent. 

Stu^  the  necessary  materia s  carefully. 

/ 

/ 
/ 

Practice  thm  activities  you  will  h^vm  to  perform  for 
ce  rti  f  i  oa  ti  on . 

Work  wi^  other  students  to  plan  i^pointmnts  wd 
transportation  when  certifiers  prefer  to  work  with 
groups  of  students. 

9. 

Make  an  appointinent  with  the  certifier  and  let  thm  staff 
person  in  charge  know. 

10. 

Plm  transportation  carefully  so  that  you  are  sure  to 
arrive  on  tis^. 

11* 

T^g  the  workbook  vdth  you  ^d  have  the  certifier  sign 
an  the  "Qoa^tency  Certification**  page. 

12. 

Follow  steps  3  through  11  for  eawh  conpeteneyi  trying 
to  keep  closely  to  target  dates  for  completion  of  your 
original  plan,  / 

- 

J: 
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CVBBICULUM  S  INSmUCTIOH 

STUDENT   CERTIFICATION    PATH    FOR  COMPETENCIES 


CQmpetmeies  (Item  12) 


Certifying  Students 

PISME  NOTES    jis  promdurBB  for         c^^tmnoy  my  vmry 
a^mider^ly  you  mhould  ^^um  tfta  gmnBTml  aommntw  nm^  in  tMM 
smctimi  y^th  mpmoifla  infmrntion  givmn  fo^  Individual  aQmpmtBnaims 
in  thm  m^mtWQiBm  imjckbo^^ 


Initiate  student  sel^QtlGn  and  scheduling  of  QOT^tmnaies 


fhis  mtmp  ihould  follow  dizsgtl^  after  studant  orientation  mo  ths 
aoiap€tenclas  (mmm  Ztra  11) «    studsnta  draft  target  totas  for  all 
the  conpatanoiss  ^ay  intand  to  coi^lata  dwing  tha  yau  go  that 
thay  ean  begin  bydgsting  tiieir  tioa  aooordingly.    Keeping  a  list 
of  tarfst  datas  for  all  etudenl^  oan  help  ^ia  staff  person  in 
oh^ga  n^a  ^  sura  thsra  are  reeo  woes  and  gartif  ierS  available  * 

MaJca  sure  students  vndarstand  the  oofl^tenoies  oan  be  dona  in  any 
order  comfort^le  for  thm  and  they  can  be  working  on  several  at 
a  time,    ^so  anrauraga  them  to  map  out  tiiair  tixnelines  for 
.  oo^lating  ^^etat  las  in  sone  vist^l  way  tiiat  makes  it  ob^ous 
to  them  how  their  time  must  be  budgeted,    students  should  keep  in 
mind  that  soma  certification  appointmants  will  have  to  be  plaimed 
aromd  certifier  worU^oads.    For  example,  a  certifier  who  is  a 
tax  consultant  Mght  not  wish  to  t^e  time  for  students  dt&ing 
tha  first  part  of  the  year  whM  ti^c  returns  are  due.    ^^.s  kind 
of  information  stould  be  s^ted  m  toe  certifier  information  cards 
kept  by  thm  learning  Resource  specialistp    students  should  also 
understand  how  to  handle  transportation  arranges^nts  for  getting 
to  various  places  for  gertif ioation . 


  -  -  -  -  ^  CMOBB-^MFERENCEB  -   

(€S)2'^  trmwportmtian  provisions  are  dimausBmd  in  '-B\minmmm 
Mmagmmnt^'-  Mmmgemmt  B  Organisation,  pagmm  129^135$ 

A  tims^plmnning  aha^  appmars  on  tta  iimidm  baak  mvmr  of  the 
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cvmicuLUM  &  immucTiON 


Support  Student  Mmm  of  resources  and  preparation  for 
compat^oy  certificatiQn 


Students  ihould  be  ^le  to  use  moit  cOT^eteney  resourees  at  the 
program's  learning  eenter.    Where  materialii  are  located  in  the 
oanaiuni^,  rsferenQes  should  itate  olearly  how  students  acaesa  and 
use  them.    ProsedMes  for  ^eoMng  out  Md  returning  resouroes 
should  also  be  es^lainedp    Learning  centar  files  should  be 
arranged  to  refleot  indimdual  oompeten^  requirsments. 

As  preparation  requireTOnts  will  vary  for  eaoh  conpatency  the 
student's  workbook  shoiild  identic  steps  needed  to  prepare  for 
ea^  one*    Students  handl^e  their  oro  preparation,  but  btaff  should 
monitor  their  progress  and  made  suggestlOTs  as  neqessary*  If 
oertifiers  offer  preparatory  sessions,  staff  may  be  involved  in 
sohadulijig  those  sessions  to  insure  ef feotive  use  of  both  student 
and  certifier  tiro*    Keep  prepM'ation  sessions  wito  certifiers  to 
a  miniimaiaf  and  preferably  schedule  them  far  groups  of  students. 
Beasenfeer^  certififrs  are  not  instructors..    Some  initial  contact 
with  them  laay  give  students  shortcuts  for  preparing  to  pass  a 
conpetency,  but  audi  contacts  should  not  become  instructional 
seaainars.     (Suggested  reaources  appear  in  toe  con^etencies  workbook*) 


\ 

As  necessary,  arrange  group  and  individual  meetings 
among  students  and  certifiers 


Students  are  responsible  for  arrmging  toair  o^  certification 
sessional    However,  a  certifier ^may  prefer  meeting  with  groups  of 
students  md  ask  toe  staff  stestoer  to  help  coor^nate  niaftbers  of 
atudejits  and  places  ta  Met*    Th%  same  holds  toue  for  aiy 
preparatory  sassimai    when  necessary,  staff  should  ^  ready  to 
assist  in  logistics ^  but  students  have  first  responsibility,  i 


Compmtmnaims  (Item  IS) 


15 


hs  nmammBaj^i  prQ^de  aertifidri  witii  rsiourges  or 
apaoa  to  Mnduat  aerblfication 


Xe@p  In  toi^h  iri^th  €artifierS|  ask  ^alr  advio@  an  resQUcoa 
usefulness         glw  thw  suggestions  fof  rasbwass  that  might 
work  well  "with  students,    ttrtlflars  may  raqulre  asslstanae  In 
obtalnlnf  speolfla  nmterlils  for  gertlflcatlan^^for  eicaiqple, 
multiple  QCples  of  a  ^^Zi  audiovisual  equlpmsnt  and  mo  forUi. 


Sonetlsies^  certifiers  will  prefer  net  ta  hold  eertlflaatlon  at 
their  places  of  buslnoss«    Staff  will  tiien  have  to  arrange  either 
other  plaras  iii  tiiM  cozmunity  or  spaoe  at  .^e  learning  center^ 
fhis  often  happens  ^Atm  froups  of  students  are  to  be  oertifled  at 
tim  same  time  and  the  certifier's  place  of  busineis  has  no 
meeting  ^aoe  to  acoomodate  ^am. 


Acaountabillty  has  alrea^  been  disoussed  in  Item  4, 
(pages  342-343),    At  this  pointy  it  Is  in^ortant  to  r^ember 
that  aqoountabili^  conferances  and  decisions  about  cmsequenees 
yhould  be  made  as  quiokly  as  possible,    itudents  working 
Individually  on  ^sn^tencies  mA  should  i^ot  stray  too  far  off  a 
productive  track  witiibut  som  fee&ack  from  staff  or  eertiflars* 
Postponing  doing  something  about  an  aooomt ability  problem  can 
needlessly  jeopardize  a  student's  ganaral  progress  In  the 
progrw. 


Initiata  acaoimtabillty  consequancaa  as  neasas^ry 


CURRICULUM  S  INSmuCTION 


Eeeerd  student  Gertifieation  in  aach  cori^etency 


See  the  "Conpatan*^  Certification"  form  in  the  itudent  v/orkbook 
for  one  meyiod  ot  reTOrding  certificir  signatures*    Kiare  should 
also  be  a  reguluf  system  for  noting  aertification  si^iatures  into 
the  program's  waiter  reoords  so  that  the  worJ^o^  form  is  not  the 
only  record  of  a  stu^nt's  progress* 


Maintain  regular  contaot  with  oertifiera 


Keeping  in  touch  with  certifiers  generally  facilitates  the 
coordination  and  accountitoility/roonitDring  tasks  staff"  must 
perforai.    Certifiers  mav  also  suggest  ueeful  certification 
techniques  or  methods  of  dealing  with  students*    Regular  contact 
keeps  the  learning  resoiu^ce  specialist  up  to  date  on  both 
pi'oblems  and  rewards  of  ^e  entire  systeA  of  coupe ten^ 
certification,     (Here  also  a  log  system  can  help  the  keep 
trade  of  the  many  different  certifiers  who  are  contacted*} 


Periodically  review  usefulness  of  eon^etency  resources 
and  hold  TCetings  with  certifiers  mnd  students 


As  c^^tencies  wd  mrtification  procedures  are  designed  to 
match  the  needs  of  the  local  oomiufii^^  staff  stould  review  their 
usefulness  regul wly  witii  those  c^^OTiaiity  adults  who  work  with  the 
coflpetencies-^-the  certifiers*    Asking  students  also  to  participate 
in  such  a  re^ew  not  only  substantiates  their  sense  of  program 
involvement,  but  it  can  also  stim^abe  some  refreshing  Exchanges 
of  ideas.    If  a  gmv^  meetijig  is  not  feasible^  itaff  and  students 
mi0it  de^se  a  questionnaire  to  collect  certifier  recosmendations* 
^e  following  pages  display  some  typical  problems  and  solutions 
discussed  at  a  (CI) 2  re^ew. meeting. 


CmpetencieB  (itBm  19) 


NOTES  ON  MEETING  WITH  CERTIFIERS 
(Smm  mlso  aagra^  on  follawlng  pmgm^) 


pmBmm  pebceivsd 

personal  oQntact  and 
prmaticmX  appllMtlan# 
rather  than  nlitnoe  m 
studf  and  tastinf « 

Cartifiars  naad  elaarar 
gpacifi^atiQna  as  to^diat 
studants  ara  aj^gtad  to 
know* 

SGmtlnes  sevarai  atudanta 
turn  In  identical  work« 
Hw  does  a  ^ry.f iar  knc^ 
if  toe/  have  raally  dsna 
tha  work* 

It  is  gosaetintag  diffiaulti 
far  oartifiarA  to  worK 
large  groiqjs  of  atudants 
into  their  businags 
sahedulap 


POBBIMLE  BOLUTIONS 

a  tr^jiing  leasiOT  or 
seminar  at  oonramity  site 
or  at  leaning  canter* 


mm  tm  vdll  review 
folders  on  eaA  competency 
with  rortifiers  mnd  gat 
their  further  advice, 

Thm  certifier  could 
^^stionf  students  orally 
before  Certification  to 
aacertaln  t^ieir  levels  of 
imder^tan^ng . 

Uie  seriinars  i  start 
students  m  conpetencieo 
early  in  tiie  year?  adjust^ 
their  schedules  to  match 
peaks  and  valleys  of 
work  denmds* 


Certifiers  want  more 
precise  feeflaack  from 
students  as  to  interest 
and  competence  •    Too  many 
students  seem  to  be  toing 
the  cosp^tencies  just  to 
get  certified* 


How  about  somi  process- 
oriented  conferences? 
Perhaps  counseling  could 
be  es^anded  in  this  ana; 
some  certifiers  wuld  like 
to  participate  in  this* 


Certifiers  wish  to  havf 
the  ri^t  to  deny 
ce rt i f ication  if 
performance  is  not 
satisfactory* 


They  have  it  I    Biis  should 
be  clarified  for  all 
certifiers* 


Thm  learning  engendered 

measured  by  th^ 
competencies  is  too 
limited  in  scope  * 


Certifiers  can  suggest  to 
staff  that  further  work  be 
negotiated  i^th  the 
student!  all  adults  should 
try  to  follow  torough  more- 


\ 


cvmicvwM  &  msTmcTiON 


SUMMARY 


a®  pTObldms  atove  we»  stated  specifieally  by  at  least  one 
certifier *  and  often  agreed  to  by  several  Gertifiers. 
Staff  p^reeived  two  ooiroon  threads  ©f  frustration  running 
through  the  coranents.    Firsts  certifiers  wani  to  contribute 
their  tiM         effort^  but  ttiey  w^t  to  spend  it  really 
helping  students  leam  sometoingi  too  often  they  feel  they 
are  Mrely  rtiibber  stMpa,    SeOTnd^  the  aonpeteneies  are  too 
limted  in  soope  and  need  to  be  ei^anded  somewhat  so  that 
the  students  gain  a  better  undarstanding  of  the  area  covered 
by  the  QQcpetenoy. 

Staff  were  in^ressed  by  the  interest  and  involvement  of  tfe 
certifiefs*  by  their  genuine  desire  to  teaeh  mnd  help 
students.    In  fact,  almost  all  the  problems  mentioned  derivp-- 
frOT  what  they  es^erienoe  as  the  frustration  of  this  motive , 
It  is  a  highly  desirable  attitude  that  (CT)2  should^-^'  , 
reinforQa  by  a  careful  oonsideration  of  the  cer^fiers' 
opinion  about  thfe  eoEpetencies,  ^^^^^^^^^^^ " 

If  it  is  decided  that  toe  general  sco^e  of  the  cai^etencies 
sho^d  remain  wichanged^  then  it  would  be  desir^le  to 
e3^Md  certifier  involvement  in  tiie  program*    One  way  this  / 
can  ba  done  is  to  utiU^  them  as  special  placemtot  I 
resources  for  in^vidual  project  work,     'Hiis  would  increase 
the  site  resources  available  to  stuctants  and  give  certifiers 
the  c^portynity  for  the  greater  personal  inwlveTOnt  with 
students  that  they  desire/    (See  "Projects,"  page  211.) 


3Sa 


Competencies  (Student  mrk^ook) 


STUDENT  WORKBOOK  FOR  THE  COMPETENCIES 


On  .the  following  pages  im  repraduamd  a  rmylsed  ' 
vwr^ion  of  thm  workbook  fCTj^  students  au^T&ntly 
yje  whllm  working  on  their  individuml  mm^imnaimm 
r&qudrmnmntB.         s^rs  spmom^  thm  covers  of  the 
workbook  havm  b&mn 


CampGtenales  (Student  Workbook) 


What  Are  The  Competencies? 

The  competencies  are  skills  and  tasks  that  you  should  be  able  to  perform 
to  function  efftctlvely  In  today's  society.    They  are  not  necessarny 
"good*"  but  they  are  Important,    They  w1H  acquaint  you  with  other  skills 
and  Inforniation  you  may  use  the  rest  of  your  life,    bur::e^s  In  these 
'  skills  wni  maki  It  easier  for  you  to  become  independent,  self-reliant, 
self-confident  and  legally  responsible  for  your  own  actlons^u 

Some  of  the  competencies  Involve  situations  you  already  encounter  1n 
your  dally  life.    For  examplet  you  have  had  some  experience  in  the  area 
of  maintaining  physical  health,  so  you  might  choose  to  demonstrate  this 
competency  without  doing  any  additional  preparation.    You  ne^ed  to  check 
out  how  this  competency  1s  donei  however,  because  you  will  want  to  know 
the  specific  activities  called  for.    Other  competencies  Involve 
situations  that  you  have  not  experienced.    You  may  not  have  filed  Income 
tax  before,  but  you  will  need  this  skill  in  the  near  future. 

One  more  thing.    Some  of  these  competencies  ask  you  lO  Invent  facts  and 
intormatlon  as  If  you  h&ve 
c  ertain  axperiertces.  For 
examples  you  may  not  own  i 
car  now.    On  the  conipetency 
that  assumes  you  do*  you 
are  free  to  take 
information  about 
the  car  either 
from  a  friend,  your 
family  or  the  ^car 
you  would  own  If  you 
had  one.    This  is 
called  "hyppthetical 
information 
tch  for  it,  ' 


CVRRICULUM  &  INSTRUCTION 

Who  Evaluates  Your  Performance? 


Your  performance  on  the  competencies  will  be  evaluated  or  certified 
(remember  when  they  were  called  "grades"?)    by  people  working  in  the 
coninunity.    We're  going  to  call  these  people  your  certlfieri.    They  are 
people  who  in  their  daily  work  are  directly  involved  in  the  issues  dealt 
with  by  the  cOTpetencles.    We  assume  that  they  already  have  the  skillSs 
knw  the  tasks  and -understand  the  information  that  you  are  going  to  learn 
from  these  competencies*    It  1s  important  to  realize  thai  the  certifiers 

are  your  teachers  for  the 
competencies.    All  of  these  people 
should  Welcome  your  questions.  You 
should  feel  free  to  nk  them  about 
anything  that  confuses  you 
concerning  your  work. 

What  Do  You  Do? 

The, competencies  have  been  selected 
bec^^i  se  they  represent  skills 
important  or  necessary  to  live 
successfylly  1n  modern  society. 
For  this  reason ^  you  are ^expected 
to  take  most  of  the  initiative  in 

1,  locating  the  materials  you  need 
to  complete  each  competency 

2,  raking  appointments  with  certifiers 

3*    planning  your  time,  making  and 
keeping  appointrents  and 
arranging  your  transportation 

4,  successfully  completing  the 
requirements  of  the  competency 

5.  obtaining  the  signatures  of 
^certifiers  when  you  have 
completed  the  requirements 


362 


CompBtenaies  (Student  Workbook) 


The  Competencies 


CtimicuLim  &  iNSTRticTrnN 


How  Do  You  Locate  lyiaterials? 

All  naniis,  addresses  and  telephone  numbers  of  competency  certifiers  can  be  listed 
on  the  "Competency  Certification"  sheet  at  the  back  of  this  workbook.  Materials 
necessary  for  an  understanding  of  each  competency  can  be  listed  in  the  "Useful 
Resou^c^s"  section  for  each  competency  in  this  workbook.    You  should  be  familiar 
with  thele  materials  before  seeing  the  certifier.    After  you  have  thoroughly 
studied  the  materials s  you  should  arrange  a  meeting  with  the  certifier.    If  group 
meetings  are  arrangedp  be  sure  to  let  the  certifier  know  how  many  of  you  are 
coming.    It  is  very  important  that  you  keep  the  appointments  you  make. 


Where  la  Competency  Certification  Recorded? 

Make  sure  you  bring  this  workbook  with  you  to  competency  sessions.  After 
understanding  and  completing  a  competency  to  the  satlrfaction  of  trii  certifier, 
have  the  certifier  lign  the  '^Competency  Cirtif ication"  sheet.    It  is  your 
rt^ponslbil 1 ty  to  be  sure  the  certifier  signs  your  workbook  in  the  proper  place 
and  enters  tht  date  of  successful  completion.    It  1s  like  making  sure  your 
employer  signs  your  paycheck  if  you  want  to  cash  1t! 

:  € 
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Planning  For  Corripetencios 

First,  you  must  plan  your  schedula  concerning  the  corrpetencies ,    A  blank 
planning  form  is  pointed  oh  the  inciids  back  cover  of  this  workbook.  You 
should  estimate  how  long  it     ill  take  you  to  complete  each  cQmpetenuy 
bifori  your  scheriuli  will  be  convenient  for  the  cert  if ier -and  practical 
for  you.    Often  you  can  work  on  several  competencies  at  tha  uanr  time  If 
you  do  some  careful  planning.    Rimember»  however,  that  it  lr  orobably 
impossible  to  get  all  the  competencies  completed  in  a  short  period  of 
time.    Also,  don't  expect  your  certifiers  to  be  available  at  a  moment's 
notice.    Like  you,  they  have  many  other  responsibilities. 

After  other  students  have  made  their  schedules,  a  master  list  can  be 
compiled.    This  list  will  have  all  the  students'  names  under  each 
competency.    Each  student's  schedule  for  completion  will  also  be  listed. 
Use  the  mastei^  list  to  advantage  to  help  you  work 
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Points  To  Remember 

1.    Your  ptrfonnanct  on  the  competencies  Is  evaluated  by  working  aduUi  in 
the  community.    They  are  expirlenced  In  their  f1elds--yqu  should  feel 
free  to  ask  them  any  queitions  you  might  hfive. 


Your  schedule  1s  Important  and  should  be  folloKsd 
closely.    It  Is  extremely  difficult  to  finish  a 
great  number  of  competinciris  at  one  time.    It  Is 
Uiireasonable  to  expect  that  certifiers  will  be 
able  to  see  you  at  a  morent's  notice. 


It  Is  your  responsibility  to  make  and  keep 
appointments  with  certifiers*    For  some 
competencies  you  may  need  to  coordinate  with 
other  studc  i"s  for  group  appoln talents. 


If  you  are  un&jle  to  keep  an  appQint       with  a 
certifier  because  of  some  emergency,  ,:fj  must 
caT t  the  certlfior  to  make  new  urrangements* 


Whenever  It  Is  appropriate,  nroup  if^stlngs  can  be 
arranged  for  several  students  afid  transportation 
arrangements  shi^ryd. 


Mames.  titles  and  phone  nurters  of  certifiers 
should  be  listed  on  the  "Competency  Certification" 
fo™  In  the  back  of  this  handbook* 


Certifiers  will  sign  the  "Competency  Certif fcatlun" 
form  a^  you  satisfactorily  complete  each  competency 


*  Competencies  (Student  Workbook) 


The  competencies  are  listed  on  the  following  pages.    Follow  the 
steps  below  and  as  you  start  to  work  on  each  competency ,  fill  1n 
"Resources"  and  "Arrangerents"  when  yr^u  get  the  necessary  inforaation. 


'^TUDENT    STcPS    FOR  CERTIFIWTJON 


1.  Read  through  tna  wcrkbook  to  find  out  what  you  need  to  do 
and  where  inf^rMtion  can  be  found. 

2.  Plan  a  S'^hedule  f^r  completing  all  the  competencies  within 
your  time  limiti.     Plan  dates  for  completing  each  one.  Record 
certifier  names #  titles  and  telephone  numbers  on  the 
"Competency  Certification"  page  of  the  workbook. 

/ 

3.  Tell  the  staff  person  in  ch^^rge  what  your  expected  completion 
dates  are. 

4.  Read  carefully  "What  You  Do"  and  "How  Vou  Do  lt--Speetfic 
^Activitieh'*  for  each  eo^etency  as  you  prepare  for  it.  If 

you  do  not  un  -  :rstand  clearly  what  you  are  e^^ected  to  do, 
ask  sosneone  to  explain^ 

5-     List  useful  regQUTces  on  the  space  provided  at  the  end  of  each 
cDmpeteficy  description. 

6.  Stu(^*  the  necessary  materials  carefully. 

7.  Practice  thn  tasks  ynu  will  have  to  perform  for  certif  icc.nion , 

'A.    VIork  with  oth«r  students  to  plan  appointmoi,ts  and  transportation 
when  certifierfi  prefer  to  work  with  groups  of  sfudents. 

9.     Make  an  appointanent  with  tha  certifier  and  let  the  staff  person 
in  charge  krr 

10.  r^an  transpoi'tation  carefully  so  that  you  are  ^ure  t'7  arriv^^ 
on  time . 

11.  TaMe  the  workbook  with  /ou  and  hava  the  certifier  sign  on  >he 
"CompeUen^/  Ce  tlf Ictti^n"  page. 

/ 

12.  See  that  the  conupeten^  cortif iuation  is  entered        th#  m-isuer 
teucrds  of  your  pr^ram, 

\3.     FoUour  steps  three  through  tw^ive  for  each  eompeto^cy,  *:rying 
to  h^ep  closely  to  your /Schedule  for  completion  of  your 
original  plan. 
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Transact  Business 
On  A  Credit  Basis 


WHAT  vnu  DO 


□ 


Show  a  thorough  knowledgi  and 
understanding  of  the  terms, 
conditions  and  interest  rates 
that  go  along  with  using  a  bank 
credit  card, 

Sdtisfaetorny  complete  a  standard 
installation  contract  for  a  purchase  of 
$300  or  mr&  and  computfr  the  cost  to  you 
in  interest  1f  you  pay  it  in  one  year. 


HOW  YOU       it—specific  ACTIVITIES 

1.       Explain  to  the  satisfaction  of  a 
certifier  the  term,  and  conditions 
of  the  bank^s  credit  card,  including 
credit  limits  and  Interest  charges. 

Z.      When  presented  with  hypothetical  or  real 
Information  about  your  Income  and  current 
debts,  complete  an  installment  contract 
to  the  latisfactlon  of  a  certiflef. 


RESOURCES  YOU  USE 
A.  Certifier: 


8. 


Materials:    See  resources  1 


in  the  back  of  this  workbook, 


Materials  must  be  studied  bfeiura  meeting  with  the  certifier. 


Activity  1 


ENTS  YOU  MAKE 


Your  satwdulB  for  aomplf}tion^ 


EKLC 


AppQintm&iit  wdth  GBrtifi&n  '  ^/ 


-i  7  J 
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Nuwh I?  r  o f  s  tudon  ts  pa r  tl  cl  pa  ti  mj  / 


Tran^ porta  tion 


Activity  2 

Your  schBdulB  for  completions 


Appoihtrrmnt  with  c&rtifiGr: 


iVumb^r  of  students  participating : 


Trmis  por  ta  ti  on  2 


USEFUL  RESOURCES  AND  GENERML  NOTES 
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Maintain  A  Checking  Account 


WHAT  YOU  DO 

ri     Follow  the  sptcifled  procadures  for  opening 
'     an  account  at  a  comrerclal  bank. 

j    1    Balance  a  checkbook  and  reconcilt  the 
• — '     check  register,  cancened  checks  and 
bank  statement. 


HOW  YOU  DO  IT--SPECIFIC  ACTIVITIES 


1, 


2. 


3. 


an  application  for  opening  a 
checking  ac  ount  to  the  satisfaction 
of  a  certifier. 

Demonstrate  to  the  :  a tis faction  of  the 
person  to  whom  you  pay  the  money  the 
ability  to  write  a  check. 

Demonstrate  a  basic  understanding  of 
checking  acccmt  procedures  to  the 
satisfaction  of  a  certifier. 


RESOURCES  YOU  USE 
A.  Certifier: 

Bv      ^^ffteriaTsr    See  resources  list  in  the  back  of  this  workbook. 
Materials  must  be  studied  before  meeting  with  the  certifier, 


ARRANGEMENTS  YOU  MAKE 
Activity  I 

your  ^^chpdule  for  complBtion^ 


Appoin  tmn  t  wi  th  a&r  ti  fl er : 


EKLC 
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Number  of  students  partici pmtinq: 
TrAnB  porta tion 

Acti v1 ty  2 

Yoijr  ^ahedulm  for  ryompletioni 
Appointm&nt  with  cmrtifimri 
Nuntoer  of  studmnts  parti     _  utlngi 
Trans porta tion : 

Activity  3 

your  sah&dule  for  cmtplmtlon: 
Appointment  with  aertifiers 
Number  of  students  pArtiaipMtingi 
Trans  porta tion i 

USIFUL  RESOURCES  AND  GENERAL  NOTES 
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□ 


1  Provide  Adequate  Insurance  For  Yourself, 
Family  And  Possessions 


WHAT  YOU  DO 


□ 

□ 

□ 
□ 


Decide  to  your  satisfaction  if 
regular  insurance  or  some 
alternative  insurance  better  fits 
your  needs. 

Select  an  appropriate  life 
insurance  plan  or  outline  your 
alternative  insurance  plan  to  a 
certifier* 

Select  an  appropriate  health 
insurance  plan  * 

Select  appropriate  automobile  and 
property  insurance  plans. 


HOW  YOU  DO  IT--SPECIFIC  ACTIVITIES 

K       Given  hypothetical  information  fibout 
family  members*  possessions,  income 
and  age*  explain  the  conditions  of 
the  plan  for  each  category  of 
Insurance  (healthy  life,  automobile 
and  property  insurance  plans)  to  the 
satisfaction  of  an  insurance  agent* 

OR 


Given  the  same  Information  as  above,  explaini  the  conditions  of  your 
alternative  insurance  to  the  satisfaction  ^f i  a  certifier  who  does 
not  have  regular  insurance.  ■ 


RESOURCES  YOU  USE 
A.  Certifier: 


Materials :    See  resources  list  in  back  of  this  workbook. 
Materials  must  be  studied  tafora  meeting  with^t.he  cirtifler. 


CVRRxaULUM  &  INSTRUCTION 

ARRAiNGEMENTS  YOU  MAKE 
Activity  1 

Your  schsdule  for  completion; 
Appointment  with  cmrtlfiBri 
Numbor  of  student  psrtlaipsting ; 
Trans portatian; 

LTFUL  RESOURCES  AND  GENERAL  NOTES 
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File  State  And 
Federal  Taxes 


WHAT  YOU  DO 

|~ j     Complete  a  W'2  withholding  form. 


Complete  a  state  income  tax  form, 

r   j     Complete  long  and  short  federal 
L—l     income  tax  forms. 


HOW  YOU  DO  IT-SPECIFIC  ACTIVITIES 

1.       Given  hypothetical  information  on 

income,  occupation,  interGSt  payments, 
family  deductions,  property  and  age, 
complete  the  required  tax  forms  to 
the  satisfaction  of  an  Income  tax 
officiaK    If  you  have  a  job,  use 
your  own  information  for  all  of  the 
required  forms  except  the  long 
federal  form. 


RESOURCES  YOU  USE 
A,  Certifier: 


Material s :    See  resources  list  in 
back  of  this  workbook.  Materials 
must  be  studied  before  meeting  with 
the  certifier. 


ARRANGEMENTS  YOU  MAKE 
Activity  1 

Your  sahedule  for  completion  i 


Appointment  with  certifier; 


CURRICULUM  B  INSTRUCTION 


fVumbor  of  students  pmrticipatinct: 


Trans  portati  on 


USEFUL  RESOURCES  AND  GENERAL  NOTES 
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~D  Budget  Time  And 
  Money  Effectively 

WHAT  YOU  DO 

|~j     Plan  a  one»week  schedule  of  activities. 
Plan  a  housahold  budgit. 

HOW  YOU  DO  IT--5PECIFIC  ACTIVITIES 

1,  Plan,  carry  out  and  record  a  schedule 
for  a  period  of  sev:;ri  days.    The  plan 
must  include  all  activities  you  do,  and 
the  record  you  keep  must  be  completed 
to  the  satisfaction  of  the  certifier. 

2.  Using  your  own  family  and  household 
for  basic  information  or  using 
hypothetical  data  you  make  up,  plan  a 
budget  for  three  months  to  the 
satisfaction  of  a  cirtifier.    You  must 
know  about  gross  and  net  income  and  have 
these  facts  incorporated  in  the  family 
and  household  budget  before  meeting  with 
the  certifl  er . 

RESOURCES  YOU  USE 
wrtifier: 


B.       Material s :    See  resources  list  in  the  back  of  this  workbook, 
Materlars  must  be  studied  before  meeting  with  the  certifier, 

ARRANGEMENTS  YOU  MAKE 
Activity  1 


schedule  for  complQti: 


Appointment  with  cere. 


EKLC 
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iV umber  of  students  partlcipatiiig: 
Transportatian  t 

Activity  2 

Your  schedule  for  completion 
Appointment  with  aertifimr^ 
Numb&r  of  studmnts  pmrticipAting^ 
Trans  porta  tion  i 

USEFUL  RESOURCES  AND  GENERAL  NOTES 
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^   Maintain  Good  Physical  Health  And 
Make  Effective  Use  Of  Leisure  Time 


WHAT  YOU  DO 


Develop  and  follow  a 
fitness  program  that 
suits  your  physical  needs. 

Participate  In  activities  that 
are  recreational  to  you. 


HOW  YOU  DO  IT— SPECIFIC  ACTIVITIES 

1.  Given  an  assessment  of  your 
physical  needs  by  a  qualified 
person*  identify  your  health 
and  recreation  needs:    for  example, 
weight  reduction  or  gain,  increased  strength 
and  endurance  and  recreational  use  of  time* 
Based  on  this  physical  profile,  develop  a 
physical  fitness  and  recreational  program 
leading  to  improvement  in  the  areas  that 
need  improvement. 

2.  Select  two  activities  1n  which  to  participate 
over  a  period  of  three  months.    Outline  the 
plan  and  when  you  are  done  turn  in  a  report  of 
the  activities. 


RESOURCES  YOU  USE 
A.  Certifier: 


B.       Materials:    See  resources  list  In  the  back  of  this  workbook. 
Materials  must  be  studied  before  meeting  with  the  certifier. 


ARRANGEMENTS  YOU  MAKE 
Activity  1 

Your  schedule  for  aompletion 


1  i. 


ERIC 


CURRrcVLUM  S  INSfRUCTim  ' 

Appointnmnt  ^ith  certlfimri 
Nun^er  of  students  partiaipAtdng : 
Transpu  ttatlan  i 

Activity  2 

Your  sahedulm  for  aomplmtioni 
AppQintmant  with  cmrtifiQri 
Number  of  students  participating^ 


USEFUL  RESOURCES  AND  GENERAL  NOTES 
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L 


Respond  Appropriately  To  Fire, 
Police  And  Phy 
Health  Emergenci 


WHAT  YOU  DO 


□ 


Demonstrate  a  knowledge  of 
fire  privention  and 
effective  action  in 
fire  emergenciis. 

Show  a  knowledge  of 
procedures  1f  you  had 
to  act  in  an  emergency 
si  tuation. 

Pass  a  basic  first 
aid  test* 


HOW  YOU  DO  IT--SPECIFIC 
ACTIVITIES 

1 •       Outline  emergency 

fire  procedures  to  the  satisfaction  of  a  certifier. 

2.  Explain  to  the  sattsfaction  of  a  certifier  appropriate  action  that 
you  could  take  in  at  least  fivp  ernergency  situations. 

3.  Participate  in  a  firsL  aid  class  or  seminar. 


RESOURCES  YOU  USE 

A.  Certifier: 

B.  Materials:    See  re  ou?  :es  list  in  the  back  of  this  workbook, 
Materiais  must  be  studied  before  meeting  with  the  certlrier. 


ARRANGEMENT^  YOU  MAKE 
Activity  1 

Your  schedule  for  aompletioni 
Appointment  with  '  fiei  ^ 
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.Vomfaer  of  studmnts  pBrticipmting s 

Trmsportation 

Activity  2 

i^our  schedule  for  aompletion^ 
Ap^intmnt  tdth  cmrtifi&r i 
Number  of  students  participating i 
Trans portation 

Ag^.  V  I  ty  3 

Your  sahedule  for  completion  ^ 
Appointmsnt  ^Ith  Mrtifleri 
NjmbQr  of  students  pBrticipatingi 
Transportation :  . 

USEFUL  RESOURCES  AfJD  GENERAL  NOTES 
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Participate  In  The 
Electoral  Process 


WHAT  YOU  DO 


□ 

□ 
□ 


lete  a  voter  rigistration  form  and 
lets  local*  state  and  federal 
ballots. 

Show  an  understanding  of  the  issues 
involved  in  a  ballot  measure. 

Demonstrate  an  understanding  of  the 

process  involved  in  the  resolution 

of  an  issue  in  your  life  and  activities. 


HOW  YOU  DO  IT'-SPECIFiC  ACTIVITIEf 

G  /en  hypothetical  information  about 
age*  occupation  and  reildence  olus 
information  about  candldateis  complets 
the  registration  and  ballot  .forms  to 
the  satisfaction  of  a  certifier. 

2.       Given  two  kinds  of  ballot  measures , 

discuss  your  analysis  of  the  pros  and 
cons  to  the  satisfaction  of  the 
certifier, 

3*      Select  an  issue  In  your  coninunity  or 
school  and  explain  your  position  on 
that  Issue  to  the  satlsfactlor  of 
a  certifier. 


RESOURCES  YOU  USE 

A.  Certifier : 

B,  Materials:    See  resources  list  In  the  back  of  this  workbook*  It 
is  very  Important  that  you  study  the  ballot  measures  before 
attempting  to  be  certified,  ~ 


ARRANGEMENTS  YOU  MAKE 
Activity  1 

Your  schmdulB  for  camplBtion^ 


EKLC 
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Appointment  with  certifier; 
NuwtBr  of  students  participating i 
Transporta  tion  t 
Activity  2 

Your  sahedulif  for  complmtion' 
Appointinmnt  with  aertifimr^ 
Number  of  stud&nts  participating : 
Trans por ca  tion : 
Activity  3 

Your  BchmdulB  for  aomplmtions 

Appointment  with  amrtiflBr^ 

,v umber  of  studmnts  participating : 

i 

Transporta ti  cm : 

USEFUL  RESOURCES  AND  GENERAL  NOTES 
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0 


Understand  The  Basic 
Structure  And  Function 
Of  Local  Government 


WHAT  YOU  DO 

J    j     Show  in  understanding  of  the  job^ 
^-J     duties,  obligations  and  authority  of 
elected  and  appointed  officials/ 

I    I     Explain  ways  in  which  you  can  hold  an 
* — »    official  accountable. 

rn     Show  an  understanding  of  the  effects  of 
L— J     lobbying  practices  by  interest  groups  and 
individuals* 


HOW  YOU  DO  IT=-SPECIFIC  ACTIVITIES 

K       Select  a  person  from  each  of  the 
legislative  and  executive  branches 
local  government  a/id  explain  that 
person's  role  and  responsibilities 
the  satisfaction  of  that  official. 


of 


to 


Observe  the  legislative  and  executive 
functions  of  local  government  in 
operation  by  attending  a  city  council 
meeting. 


Cl 

i 

Sim 


Select  an  issue  1n  which  lobbying  efforts 

wert  clearly  involved  and  explain  the 

effects  of  the  lobbying  efforts  to  the 

satisfaction  of  a  professional  special  interest  lobbyist. 


Explain^  to  the  sat^ifaction  of  your  certifier,  a  variety  of 

ways  that  you  can  hdld  officials  accountable,  includinq  re-election 

recall  and  direct  pressure.  ' 


RESOURCES 

A.  Certi  f ier: 

B.  Materials:    See  resources  list  in  the  back  of  this  workbook.  You 
must  study  the  materials  before  meeting  with  a  representative  from 
the  legiswtive  and  executive  branches.    Certifiers  for  this 
competentf^\win  probably  want  to  meet  with  groups  of  students. 


ERIC 


385 


ajRRICULUM  S  n^STRUCTION 

ARRANGEMENTS  YOU  hWKE 
Activity  1 

Your  san&dule  for  completion: 
Appointment  with  cmrtifiBr ^ 
Number  of  students  participating : 
Trknsporta  tion  t 

Activity  2 

Your  schmdulm  for  aompletim^ 
AppolnUnmnt  with  certifier: 
N timber  of  students  pArticipAting : 
Trmns por  ta  tl  on : 

Activity  3 

Your  m^edulm  for  aompletion  § 
AppQlntment  with  certifiers 
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Nuntbar  of  students  participating : 
Trans  por  ta  li  on  : 

r  ' 

Activity  4  ' 

Your  schedule  for  complmtionz 
Appointment  with  certifimri 
Number  of  students  participating i 
Trans porta ticn: 

USEFUL  RESOURCES  AND  GENERAL  NOTES 
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0 


Explain  Pers^rfal  Legal  Rights 


WHAT  YOU  DO 


□ 
□ 


□ 


Show  a  practical  knowledge  lof  the  basic 
constitutional  guarantees  * 

Explain  your  procedural  rights  (due 
process),  ways  you  can  claim  them 
and  limitations  to  individuals- 
abnitles  to  claim  them. 

Show  an  understanding  of  consumer 
rights  and  use  of ^consumer 
protection  agencies. 


HOW  YOU  DO  IT-SPECIFIC  ACTIVITfES 

1.  Explain  to  a  certifier  the  various 
rights  guaranteed 4y  the  constitution, 

2,  Explain  to  a  Legal  Aid  lawyer  the  ways 
I    in  which  rights  can  be  unequally 

intirpretid  for  thp  poor  and  the 
rich  and  how  people  canjprqtect 
themselves  against  such 
Inequitable  treatment. 


3.      Given  Infofmation  on  consumer 

abuses  explain  consumer  protection  laws 

and  the  use  of  consumer  protection  agencies  to  the 

satisfaction  of  a  representatTve  of  a  consumer  protection  agency* 

Try  to  draw  from  your  own  experiences  as  a  consumer. 


RESOURCES  YOU  USE 

A.  Certifier:  -  ' 

B.  Materials:    See  resources  list  in  the  back  of  this  workbook. 
You  must  study  the  materials  before  meeting  with  the  certifiers. 
This  is  extremely  important. 


ARRANGEMENTS  YOU  MAKE 

Activity- 1  ^ 

Your  Bchmdule  for  completions 
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cunniauLUM  instruction 

Appointment  with  amrtifi&r: 
Nutr^er  of  studentB  pmrticipMtingi 
Transportations 
Activity  2 

Your  sahmdule  for  completions 
Appointment  wi^  amrtlflBrs 
NuMer  of  students  partiapAting i 
Trsms  porta  ti  on 
Activity  3 

Your  .^ahedulB  for  aomplmtim: 
Appointnmnt  i/itt  amrti fieri 
Nufj^&r  of  studantM  pmrtiaipmting^i 
Transportation  i 

USEFUL  RESOURCES  AND^  SENERAL  NOTES 
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Make  Appropriate  Usr 
Of  Public  Agencies 


WHAT  YOU  DO 


□ 


lite  application  to  the 
Fedaral  Insurance  Contribution  Act 
(FICA)t  which  provides  Social  / 
Security. 

Show  an  understanding  of  benefits 
available  from  public  agencies. 

Survey  public  information  available 
through  local  government  agencies- 

Demonstrate  effective  tactics  for  easy 
and  successful  use  of  public  agencies • 


HOW  YOU  DO  IT--SPECIFIC  ACTIVITIES 

1,  Make  an  application  for  and  secure  a 
Social  Security  Card. 

2,  Using  information  either  hypothetical 
or  from  a  person  you.  know,  complete 
application  for  Unemployment 
Compensation. 


Using  information  available  at  the 
county  courthouse,  list  the  following 
information  about  your  present  place  of  residence: 


a. 
b. 
c. 
d. 
e. 

f. 


assessed  valuation 

property  tax  amounts  by  category  oF  allocation 
zone  designation 
type  of  sewer  service 

all  assessments  against  that  property  (sewer,  streets 
lighting,  fire  district,  water 'districts  roads,  etc) 
monthly  payments  or  rent 

legal  rigfits  for  the  tenant.  If  rented  property 


Contact  a  public  agency  to  obtain  sore  information  or  services 
keep  a  record  of  the  steps  you  go  through  (actions,  names,  titl 
and  phone  numbers  of  contact  people,  run-aroundi  if  any,  etc.) 
in  order  to  obtain  the  information  or  services  desired. 


andH 

es  / 
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CUBRICUWM  S  INSTRUCTION 


RESOURCES  YOU  USE  ' 

A.  Certifier: 

B.  Materials:    See  resources  list  in  the  back  of  this  workbook. 

ARRANGEMENTS  YOU  MAKE 
Activity  V 

Four  sahBdulm  for  complmtioni 
AppointmBnt  with  cmrtifimr^ 
Nun^er  of  studBnU  pmrticlpmting: 
Trans par trntion^ 

Activity  '2  . 

Your  schmdulm,  for  aomplmtioni 
Appointmmnt  with  amrtifimr^ 
Nuirter  of  students  par^qipating ^ 
Trmnsportmticn^ 

In  I 
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Activity  3 

Your  s^mdule  for  aompl&tion: 
Appointnmnt  with  CBrtiflmrt 
Nun^er  of  students  p^tialpatingt 

Tr^ns por     ::i  O/i  ^ 

\ 

Activity  4  \ 

\ 

Your  SLrindulm  for  aoniplmtiani 
Appoii^^'r^i'^t^  with  aBTtifier. 

USEFUL  RLSOURCES  AND  GENERAL  NOTES 
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L 


Make  Application  For  Employment 
And  Successfully  Hold  A  Job 


WHAT  you  00 


□ 

□ 


Go  through  the  steps  to  obtain  a 
Job.  \ 

Either  obtain  the  job\or  research 
the  job  characterlstiqs  that 
would  directly  affect  |an  employee. 


HOW  YOU  DO  IT--SPECIFIC  ACTIVITIES 

1.       Read  classified  employment  ads  or 
register  with  the  State  Employment 
Office  and  use  their  listings; 
choose  at  least  one  Job,  prepare 
a  resume i  make  application  and 
have  an  Interview  for  the  job* 

2*      Either  obtain  the  Job  and  work  for 
a  specified  period  of  time,  or 
^  explain  to  the  certifier  details 
about  the  Job  such  as  salary ^  hours s 
fringe  benefitip  vacat/lon  and 

holidays*  dress  regulations  and  job  duties.    If  you  already  hold 
a  job*  that  will  satisfy  the  requirements  for  ih4^  competency. 
Have  your  employer  sign  the  Competency  Certification, form. 


RESOURCES  YOU  USE 

A,  '  Certifier: 

B.  Materials:    See  resources  list  in  the  back  of  this  workboqk. 
ARRANGEMENTS  YOU  MAKE 

You  wil.l  be  responsible  to  contact  your  ^empl oyer  and\you  must  obtain 
certification  from  the  employer* 

Activity  1 

Your  schBdulm  for  aomplBtioni 


\ 


cumicuwM  a  iNSTRUCTimi 

Appointnmnt  with  amrtifier: 
Numbar  of  students  participating i 
TrmnBportation  s 
Activity  2 

Ynur  sahedulB  for  mmplmtions 
Appointmant  with  cmrtlfimri 
Nun^er  of  Jtudanto  partiaipAtingi 
l*ransportationi 

USEFUL  RESOURCES  AND  GENERAL  NOTES 
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Operate  And  Maintain 
An  Automobile 


WHAT  YOU  DO 


□ 
□ 

□ 


Get  both  a  1  earner *s  permit  and  a 
driver*:]  license* 

Outline  the  essential  elements  of  an 
automobile  maintenance  program. 

Outline  safety  and  defensive  driving 
techniques. 

Itemize  duto  expenses  and;  compare 
them  with  the  expense  of  using 
public  transportation. 


HOW  YOU  DO  IT-SPECIFIC  ACTIVITIES 

1.  Either  pass  the  state  written  and 
driving  tests  to  the  satisfaction 
of  a  Motor  Vehicle  Division  examiner 
and  get  a  driving  permit  and  license, 

,  or  on  parent  request,  pass  the  written 
portion  only, 

2.  Develop  a  maintenance  program  for  an 
automobile  to  the  sat1$fact1on  of  an 
automobile  mechanic.    Change  a  tire* 

replace  a  fuse  and  describe  winterizing  » 
techniques* 

3.  Demonstrate  defensive  driving  techniques  to  the  satisfaction  of  a 
driver  training  instructor.    (If  you  select  option  two  of 
Activity  1  above*  a  verbal  explanation  is  acceptabTe.) 

4.  Describe  to  the  satisfaction  of  a  certifier  emergency  techniques 
if  an  auto  stalls  on  a  freeway, 

5.  List  to  the  satisfaction  of  the  certifier  all  the  costs  of 
purchasings  Insuring  and  maintaining  an  automobile  for  one  year. 
Include  interest,  malntanance  and  depreciation  costs.  Con^are 
these  costs  to  the  expense  of  using  public  transportation  for  one 
year. 
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RESOURCES  YOU  USE 
A/  Certifier: 

;B.      Materials:    See  resources  list  in  the  back  of  this  workbook, 

ARRANGEMENTS  YOU  MAKE 
Activity  1 

your  sahBdul&  far  mmpl&tion: 

i 

Appoin^fmnt  with  amrtifimr^ 
Numbmr  of  studmnts  pMrticipatingi 
Trans partition: 
Activity  2 

Your  sahmdulB  for  aomplmtion^ 

i 

Appointm&nt  with  amrtifimr^ 

♦Vu/nbar  of  MtudmntB  participating*  '  ^ 

Transportmtion^ 

Activity  3 

Your  sahmdulm  for  con^lmtioni 


*  -  u 
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Appointment  with  aertifian 
Number  of  BtudBnts  parti  ai pa  ting  i 
Trans por tati on i 
Activity  4 

Your  sahedulm  for  completions 
Appointment  with  aartlfierj. 
Number  of  studentB  partioipatingi 
Transportation: 


Appointment  with  aertifl&r: 


Number  o£  students  participating: 


Your  sahmdule  for  aqmplBtidn : 


Trans par ta ti on i 
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USEFUL  RESOURCES  AND  GENERAL  NOTES 
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Suggested  Resources  For  Competencies 

PleasQ  mntmct  your  staff  mmber  coordinating  thm  com^tmnaims  far 
aBsistanae  if  you  hmvm  ^fflaulty  locating  my  of  thu  rBBouroBB  listed 
bmlowt 


1.    Transact  business  on  a  credit  basis 


Suqqestad  Matarials 

booki  on  credit 

reaponsibilitiaa  and  usa 
credit  eard  requirements 

and  applieations 
san^le  TOntracts  from  varioi^ 

1 tores 

federal  and  state  laws  on 
credit^  interest, 
b^Liycruptey  ^  contraeti , 
minors,  ate. 

2.    Maintain  a  checking  account 

Suggested  Materials 

books  on  managing  personal 
inoome 

sample  checking  accounts 


Agencies  to  Contact 

local  baiAs  and  credit  unions 
debt  consolidation  agencies 
consumer  protection  groins 

and  agencies 
state  legislators 


Agencies  to  Contact 
local  banks 


3.    Provide  adequate  Irtsurance  for  yourself ,  your  famny  and  possessions 


S ugefes ted  Mitterials 

books  on  general  , 

racoriceeping 
insi^ance  brochures 
sanisle  Insiufance  policies 

of  various  kinds 
state  laws  per  tain  J^ng  to 

insurance 

4*    File  state  and  federal  taxes 

Suggested  Materials 

tax  forro  and  instruction 

booklets 
simulated  tax  problams 


Agencies  to  Contact 

local  insurance  agencies 
state  insurance  division 


Agencies  to  Contact 

state  and  federal  tax  agencies 
private  tax  consultant 
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Budget  time  and  money  tffictively 

Suggested  Materials 

books  on  genaral 

reoor^aeping 
hMkB  on  finanolng 
pamphlets  on  budgeting  and 

planning 


Agencies  to  Contact 

local  eduoation  agencies  (e.g., 

horns  eoonomica  departinent) 
local  banks 


6,    Maintain  good  physical  health  and  maki  effective  use  of  leisure  time 


Suggagted  Materials 

"booklets  on  various  physioal 

activities 
books  on  health,  exercise, 
diet  and  fitness 


Afencies  to  Contact 

^tate  and  local  park  services 
physical  education  departmnts  of 
local  schools  wd  collegas 


7.    Rispond  appropflately  to  fire,  police  and  physical  health  emergencies 


Suggested  Materials 

books  on  first  aid 
pan^hlets  on  emergency 
procedures 


Agencies  _tol  Contact 

police,  fire  and  health  (mental 
and  physical)  eTOrgency  agencies 


8,    Participate  in  the  electoral  process 


Si^gested  Materials 

voters'  pamphlets 
san^le  ballots 
voter  registration  forms 
federal,  state  and  local 
election  laws 


Agencies  to  Contact 

voters'  groups 

federal  $  state  and  local 

govemTOnt  representatives 
l^bying  gro\^s 
county  elections  office  ' 


9.    Understand  the  basic  structure  and  function  of  local  government 


Suggested  Materials 

aitv  and  county  diarters 

state  constitution 

booklets  on  judicial _ system, 

lobbying  and  youth  roles 
i^dates  on  constitutional 

amen^ients,  and  local 

ordinances 
local  newspapers 
books  on  government 


Agencies  to  Contact 

state #  county  and  local 
governing  bodies 


4  ^ 
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TO,    Explain  personal  legal  rights 

S^uggested  Matarialg  Agencies  to  Contact 

painphlats  on  youth,  and  law     .  consuTCr  protection  agencies 

U*S*  Constitution  local  law  enforcament  agencies 

state  constitution  federal,  state  and  local 
warranties  and  guar^tees  government  representativas 

booklats  an  pQimuMr  protection 
HEW  regulations  on  rights  of 
students 

11-    Make  appropriate  use  of  public  agenc^fs 

Suggested  Matarials  Agencies  to  Con tact 

booklatH  on  Social  Security/         pi^lic  agencies  (^*ity,  county, 
Welfare,  U^employinent  stata^  federal) 

Insurance^  ^  e tc , 

sampla  forma  for  various 
aganciaa 

Maki  application  for  employmint  and  successfully  hold  a  job 

Suggested  Matarials  Agencies  to  Contact 

- 

various  job  applications  local  employment  agencieg 

booklets  on  job  finding  private  employment  iittm 

sanple  resumes  employment  diractors  of  businesses 
information  on  Unemployment  and  agencies 

Insurance 
aanple  agreements  from  private 

employment  firms 

13*    Operatt  and  maintain  an  autonibile 

Sugqestad  Materials  Agencies  to  Contact 

auto  consiflBer  report  motor  vehicle  departmefits 

state  motor  vehicle  laws  auto  sales  and  service  shops 

service  manuals 
drivers'  manuals 


'ill    ...         '  / 
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COMNcTENCY  CERTIFICATiON 


Student:  ____ 


INSTRUCTIONS 

h    Print  in  ink  or  type  the  nam,  tltla        telephone  number  of  each  certifier  qn^rifiort  th. 

information  in  the  file  kept  by  your  irogram,  "  cerciner  specified  for  the  competencies.    Vou  will  find  tnis 

2.  Wh.n  yuu  satisfactorily  coiipUte  a  competencv  the  cert,f.er{s)  should  s,yn  the  certification  sheut  .n^  fill  in  the  date. 

3.  Keep  the  sheet  as  your  record  of  completion  of  the  competencias. 


COWP. 
NO. 


CERTIFIER'S  NAME  (PRINT) 


CERTIFIER'S  SIGNATURE  DATE 


O  ■ 
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.TITLE 


PHONE  NO. 


n 
o 

I 

r 


En 
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Plan  Your  Schedule 


List  all  competancies  in  the  left-hand  colunm.     Encer  in  the  proper  tonthly  columns  the  date  you  plan  to  atarf  workn=  on  each 
comi^tency  ana  th.  data  you  intend  to  co.pUt.  „ch.     K.*p  your  «.h.duU  .ur.ent  by  .hanging         Lt«.  when  nac.'a  v'  "hin 
all  activities  Qt  a  competency  have  been  certified,  enter  coinpletion  dace  in  tJ.o  riqht^hand  colunu,.  -*=^sar>  • 
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STUDENT  JOURNALS 


ttie  joum^  is  a  way  for  students  and  staff  to  share 
thoughts  md  feelings  with  eaeh  other  torough  a  series 
of  journal  enti=  ^  written  and  responded  to  on  a  regular 
basis  over  an  extended  period  of  time* 


THE  PURPOSES  OF  THE  JOURNAL 

1.  enoourage  students  to  build  trust  relationships  with  adults 
yAio  offer  fea^adc  that  is  personally  relevant  to  their 
individual  aharaateristics  and  e^eriencas 

2.  increase  stu&nt  skills  of  organizing  and  e^ressing  thoughts 
and  feelijiga 

3*    help  studanta  ii^rove  toeir  awareness  of  self  and  aareer/life 
optians  by  reooriijig  and  reflecting  on  es^erienoes  they  axm 
having  in  the  oeoBiwiity  md  in  their  personal  lives 

4,  help  students  draw  o^meotiais  between  their  present 
I   ej^erien^s  and  futue  aspirations 

5.  en^le  staff  to  respond  more  individually  to  each  stu^nt  mid 
to  keep  iji  touch  with  diMges  that  mBY  affeot  program 
performttce  or  personal  development 

THE  PEOPLE  INVOLVED 


Because  the  learning  mmager  Cl^)  has  the  closest  ^d  most  continual 
contact  with  students,  that  person  serves  as  journal  correspondent* 
Some  procediLre,  however,  should  be  agreed  on  whereby  a  student  may 
change  correspmdents  should  there  be  reasonable  cause. 

REUTIONSHIP  TO  INDIVIDUAL  LEAWiING  PLANS 

The  joimiai  relates  to  all  progrOT  learning  strategiea  in  that 
stu^nts  are  encouraged  to  iise  their  journals  to  egress  opinions 
and  observations  about  thm  iip^act  of  learning  activities  on 
themselves,    ^e  joumal  exercises  student  ^ilities  to  integrate 
separate  e^eriences  into  a  "total  picture"  of  self  and  goals,  a 
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process  critical  to  tha  nagotiation  of  individual  leaxning  plans. 
Tha  joimial  also  haipe  build  the  infoCTation  basa  and  feeling  of 
trust  and  raciprocity  nacessary  for  all  stu^nt/staff  negotiations 

Wiila  not  intentod  for  Basic  Skills  presGription  purposes,  the 
journal  can  serve  as  an  additional  basis  for  nagotiating  specific 
Basic  Skills  activitias  appropriate  for  each  student. 


EXPECTATIONS  FOR  STUDENTS 

students  are  ejected  to  collate  at  least  two  standard  notebook 
pf.gas  par  week  in  their  journals.     Staff  corraspondants  respond 
risgularly  and  in  writing  to  jourrial  entries,     ttiy  also  have 
confarancas  with  students  tc      -  thar  discuss  joiumal  antrias. 
Entries  are  considered  confideiitial  and  ara  not  shown  to  anyone 
wi^out  student  parmissiOT, 
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Studmnt  Jnurnals 


Steps  to  ^llow 

PLANNING  THE  JOURNAL  PROCESS  p^^e 
{  1  i    Agree  on  pur^ses  and  raquireqents  for  journals  415 


~|    Agree  an  student  rights  and  responslbilitias  far 
joimials 


DeterMne  giu^ctelinas  by  which  staff  will  act  as 
cor re ipon da n t s 

Establish  recorAeeping  sygtem  for  monitoring 
journal  entries 


WORKING  WITH  JOURNALS 

Orient  students  to  joumal  process  and  distribute 
joimial  guides 

Decide  hw  to  divide  students  among  staff 
correspondents 


8 


10 


12 
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420 


425 


427 


429 


TI    Respond  regularly  to  journal  entries  430 


Meet  with  student  to  follow  through  on  journal 
TOrreapondence  431 

Provide  for  student  requests  for  ehange  of 

correspondent  432 

If  pcas^le#  have  sceieone  to  receive  and  record 

entries  and  pass  journals  to  carrespondont  433 

Apply  accountability  standards  and  consequences 

as  necessary  433 

Hold  student  group  meetihgs  for  review  and 

refinement  of  journal  requirements  and  processes  ^-^ 
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SUmkRi    OF    JOURNAL  ROLES 

STUDENT  CLnFK  CDPPt:sPasDt:N7 


F#flect  Qn  v=*urself 
dftd  your  experieneee 

Put  it^  in  writing 


Support  and  interact  with 
S^tudent*  building  ^  trust 
relationsh  ip 


Pass  journal  to  clerk 


HaceiVe  journal, 
record  cQSpletion 

Pass  journal  to 
s  tudent ' s 
correspondent 


Recai  ve  journal  and  read 
it  honeitly 

Respond^^in  writing  as 
much  as  ^iFibie 

If  asked  by  student, 
eormnent  on  style ,  language* 
grawsar  and  so  forth 


Return  journal  entries  to 
student  a^  regularly  as 

possible 


When  your  correspondent 
returns  journal,  read 
or  lAstan  to  hii  or  her 
coD@ents  and,  as  need  be, 
meet  to  talk  about 
journal  entries 


Meet  with  student  to  give 
support  and  feedback  abaut 
journal  contents  as 
neceisa^ 


Write  another  journal 
page  and  start  eyele 
again 


Follow  through  on  your 
trust  relationship  by 

1  *    respecting  the 
joui=nal*s 
confidentiality 

2.     refining  your 

understanding  of  the 
student  gained  through 
reading  his  or  her 
journal 

3  ^    giving  additional 
export  (enotionalp 
practioal  and  so  on) , 
as  suggested  from 
journal  entries 
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Planning  the  Journal  Process 


Agrae  on  purposes  and  requiraments  for  joumals 


EBCE's  parposes  «d  rmquirements  far  the  journal  arm  summriz&d  an 
prnge  411  md  arm  explMlnmd  to  studmnts  in  the  journal  guide 
rmprinted  at  thm  end  of  this  smction  (pages  437^452),  Following 
MTB  a  fmw  additional  issues  staff  should  agrem  on  Bafore  using 
journs^s  with  studmnts* 

Properly  handled^  the  jouriial  can  be  an  in^ortant  synthesizing 
agent  in  the  life  of  each  etudent*     Bagular  use  of  a  joimial  can 
help  students  reflect  tom  objectiwly  on  personal  characteristics 
and  patterns  that  eaerge  as  they  enoomter  diverse  aituatiims, 
pe^le  and  tasks*    Moreover^  the  journal  provides  a  place  for 
staff  to  give  honest  and  sincere  feedback  to  students  in  a 
-private  and  nonthrBatening  fashion  which  can  in  turn  serve  as  the 
basis  for  developing  personal  relationships  tiiat  are  meaningful 
and  constructive  for  bath  parties* 

The  journal  is  a  very  affective  way  of  encouraging  students  to 
eKt^rnalise  thoughts  and  feelings.     It  ia  inportant  that  young 
people  learn  to  reco^lze  and  articulate  their  "gut-leval" 
feelings  and  responses  to  es^eriences.    Also,  students  not  only 
think  about  themselves  *  but  write  t£  somaona  about  thamselvaa  as 
well*    The  joumal  symbolizes  a  relationship  that  they  ara  helping 
to  build.     Correspondents  are  real  people  with  their  own  thoughts 
mxd  feelings  who  respect  students  as  people  md  are  wilj^ing  to 
give  honest  reactions  and  advice* 

In  addition,  the  journal  may  help  studants  perceive  the  usafulnass 
of  regular  reflaation  on  their  behavior  md  feelings.  While 
students  may  tiurive  on  the  excitemant  ^d  diversity  of  their 
eiq^eriences^  they  stould  also  have  the  chance  to  perceive  the 
effects  that  can  aoconpaiy  taking  quiet  tiine  to  Gollect  and  dwell 
on  their  thoughts. 


^  DECIDE    aIouT  confidentiality 

It  is  iiTOortant  to  agree  on  the  level  of  confidentiality  with 
which  journal  entries  will  be  =traated,    Correspon^nts  should  not 
share  the  contents  of  journal  entries  with  others  unless  the 
student  agrees  beforehand.     This  helps  the  student  feel  mora 
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confidant  about  dealinf  an  ^^dult  on  a  trust  basis.  Journals 

are  "privileged  communications"  mnd  should  not  be  held  aqainst 
the  student. 

informtiQn  i^out  a  stutont*s  personal  life  is  always  a  delicate 
issue*    On  one  handf  sucii  information  can  be  invaluable  for 
helping  other  adults  si^port  and  guide  a  student's  pergcnal 
developsent*     On  the  other  hand,  nd^suse  of  personal  information 
can  eause  the  student  to  lose  respect  for  the  correspondent  anJ 
even  to  es^erienee  serious  setbacks  in  his  or  her  development  as 
a  self-confident  person* 

Journal  corraspondents  frequently  have  a  better  sense  of  the 
student's  attitudes  and  general  learning  progress  thBn  other  staff 
may  have*     ^ey  caimot  help  but  -draw  on  this  knowledge  when  dealing 
with  students  and  many  often  wish  to  share  it  with  mother  staff. 
Decide  ahead  of  t±mm  how  and  when  to  share  sucdi  information ,  and 
mukm  that  deeision  clear  to  students*     One  way  to  h^dle  this 
might  be  to  point  out  to  students  thmt  thair  correspondents  may 
share  general  ispresaions  with  other  staff  but  will  not  refer  to 
specific  faots  stated  in  the  journals*     Students  might  also  note 
in  their  joiirnal  when  they  have  written  soaethJjig  they  do  not  wish 
shared  in  any  form.    At  all  tines  ^  a  good  rule  of  thisih  is  that  no 
one  other  than  the  correspondent  be  per^tted  to  actually  read 
journals  without  the  studaAt's  pe^M^ssion, 


THINK   TWICE   ABOUT  PRESCRIPTIONS 


Be  careful  about  using  the  joimial  to  prescribe  for  basic  writing 
or  graroar  diffioul^es*    If  red-penciling  grammar  mistakes  or 
making  writing  assignaents  becomes  the  top  priority r  the  journal 
will  fast  lose  its  affeetiveness  as  a  way  of  keeping  in  touch  with 
students  as  real  pe^le*    ^at  is  not  to  say  journals  cannQt  be 
used  to  ii^roVB  a  student's  writing  skills i  in  fact  students  will 
often  request  suoh  fee&aak  on  their  jourTials-^^particularly  if 
they  are  haling  difficulty  saying  southing  teat's  isporttot  to 
them.     Correspondents  can  point  out  needs  for  writing  improvemmt 
in  an  indirect  fashion  through  conroents  such  as,  "I  can  really 
synpathize  with  what  you  m£m  trying  to  say  but  I'm  not  sure  I 
co^letely  widerstood  you  as  you  wrote  it  here,  "--thereby  laying 
the  groun^ork  for  a  talk  about  writing  skills  that  is  based  on 
the  student's  perception  of  a  real  need*     By  encouraging  students 
to  be  acci^ate  and  ta  put  motm  effort  into  being  honest  ^out  what 
they  are  saying  correspondants  cm  have  a  significant  iaqpact  on 
a  student's  writing  abilities  without  mvmr  talking  diree  lv  about 
gr^nar  or  pungtuation* 


student  Journals  (Item  1) 


AN  EXMiPLE 


X  am  a  littlm  bBwlld&rmd  by  your  last  journal  entry.  J 
tried  to  plmam  tpgatter  thm  ^mwings  and  thm  words  ^  «d  I 
have  ssai3         tool  bo^  you  mrm  building/  but  I  ne^d  imre 
hmlp  fid  mdB^Btand  x^hat  you  mmn^    How  ^out  writing  it 
out  for  ms  another  wmy  to  hmlp  nm  see  what  you  man?  Or 
maybe  bring  In  your  plmm  somstime  md  explain  them  to 
We  could  rmoord  it  on  m  tape  recorder ,  than  you  could  write 
it  down  aM  you  liMtmn  to  tlie  playbaak^    Have  you  ewr 
thought  i^out  becondng  a  aabinet  makmr?]    rou  do  really  good 
work^ 


In  shart,^  eorreapon^nts  don't  have  to  be  English  teachers.  Good 
coimaimiaatlQii  haj5its  are  neoessa^  for  everyone l  yie  jownal  can 
be  an  tfxcellant  plaae  to  infltaenoa  students'  general  abilities  to 
artiotilata  their  thoughts  and  feelings,     Rarember^  thm  regular 
activity  of  formulating^  orgiaiiiing  and  esqpressihg  ideas  builds 
self-understanding  as  well  as  QOttmianioation  abilities.    It  is.  a 
m-^ans  of  organizing  feelinge  and  thoughts  that  might  otherwise 
have  remained  vague  and  forinless.    You  don'  t  have  to  be  trained 
as  a  witing  instructor  to  eneourage  students  to  do  this.  What 
is  iaqportant  is  ^at  the  oorrespondant  respond  to  the  ^tudent's 
expressed  intent  and  meming  rather  *.han  judge  written  style  or 
content.  ^        *  ' 


"  "    "        .         .—_-_:-.^  -:-^:c-^  CROSS-REFERENCES    -   ^  

"Curriculum  Outcomes pages  24^30fdBSgrXbeB(CE)2*B  approaah  to 

Basic  SkillB;  see  aisp  "£_£Ojects%*^  pages  251^255,  and  kppendiii: 
D  for  further  ^^jMUSSian^f  how  Basic  Skills  can       worked  into 
individual  leatning  plans. 
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Agree  on  stiidant  rights  and  responaibilitias  foi 


EXPECTATIONS 


At  {m)2i  itudents  ara  ei^scted  to  camplete  at  least  two  standard  1 
notebook  pLgaa  par  weak  in  their  journals.     Staff  correspondents  \ 
respond  regularly  and  in  writing  to  journal  entries,     whan  adopting 
the  journal*  horover,  prograna  should  be  aaraful  to  set 
requirementa  that  Qan  be  met  reasonablV  both  by  students  and  by  the 
staff  who  must  plm  the  tiM  to  respond  to  journals. 

Because  journals  are  hig^ay  personal ,  EiCB  does  not  hold  students 
aocountable  for  the  oontenta  of  journal  entries*    The  journal  is 
speoiflcally  intended  as  a  anaans  through  which  studanti  can  be 
GQkiqpletely  honeit  Witii  themselves  and  with  their  correspondents, 
^    Such  honesty  cannot  be  dictated-'*it  cm  only  be  encouraged  through 
staff  attitude  and  general  oonduct  in  dealing  with  the  student. 
It  is  i^p  to  the  in^vidual  correspondent^  however,  to  judge  whether 
or  not  a  Student  is  boing  honest  about  journal  obligations.    Iff  a 
Gorrespondent  decides  a  student  is  consistently  misusing  the 
journal,  actions  should  be  taken  to  help  the  student  change  that 
Jjehavior, 


CONFERENCES 


Remember,  the  journal's  first  goal  is  to  help  students  and  staff 
communicate  about  iiiportant  matters*    As  much  as  possible, 
msusas  of  the  jouriial  should  be  dealt  with  during  the  ragular 
;.cnferencea  the  corespondent  has  with  the  student  (see  Item  8, 
page  431) ,    in  thLm  way  solutions  to  any  problems  the  student  has 
can  be  introdueed  and  discussed  as  part  of  an  ongoing  student- 
correspondent  relationship  rather  than  being  ^duly  dramatiMd  in 
a  "GonfrOTtatlon  atoosphere"  such  as  a  eonferancii  held  speaifically 
for  aoooiantabillty  purposes  might  provoke. 

Problems  will  range  from  si|!^le  laiiness  to  serious  personal 
hesitations  about  self-eKprfession  in  any  form.    Nor  will 
difficulties  be  limited  strictly  to  the  student i  staff  members 
must  be  honest  enough  to  recognize  when  their  own  mannerisms  or 
attituto  toward  thm  jomial  or  a  particular  student  are  causing 
the  trouble,  , 


student  Journals  (Item  2) 


Wiile  eorreipondents  mi^t  be  fle^cible  with  individual  students 
thay  should  also  rawienber  that  part  of  laarning  is  acGapting 
resjponsibility  for  tasks  that  must  be  done  on  a  regular  basis. 
Student  willingness  and  ability  to  adhere  to  toeir  journal 
obligation  can  be  a  reflection  of  their  success  in  dealing  wito 
toe  n^y  otter  responsibilities  of  individualized  learning. 

Keep  in  mind^  hoi^vmri  that  the  journal  loses  its  validity  if  it 
beTOifies  a  b™dtn  for  the  student*    Penalties  of  the  "stay  after 
school  until  you're  caught  up"  variety  tend  to  be  comterproducti\fe 
to  using  the  journal  for  biailding  trust  relationships •     In  shorty 
raapond  to  the  needs  of  each  student  and  be  as  oreative  and 
sensitive  aa  poasible  in  .n^gotiWeing  ways  ^  ^t  will  help  the 
student  over  com  his  or  har  difficulties  and  begin  wing  the 
joimial  as  a  COTmuniccttion  technique  toat  is  personally  meaningful 
md  satisfying. 


SOME  SOLUTIONS 

At  (ra)2  oorrespondenta  frequently  choose  not  to  look  backwards 
after  journal  conferences  and  instead  say  to  the  student,  "Imt's 
aoimt  thiB  mnfmrmnam  as  imkm^up  for  the  mntrims  you'vm  missed. 

spmnt  a  lot  of  tlnm  going  ovmr  some  pretty  Importmnt  issums  and 
that'm  what  journaJiM  mrm- all  mhoutt'*    Wien  a  correspondent  feels 
it  is  important  that  the  student  make-up  past  entries  he  or  she 
may  ask  the  student  to  do  m  hour  or  two  of  mono  log  on  a  tape 
recorder  instead  of  actually  writing  entries.     Sometimes  a  student 
may  choose  to  write  a  lengthy  .paper  about  something  personally 
Important  to  him  or  her.  ' 

If  the  student  is  singly  afraid  of  putting  pencil  to  paper  the 
correspondent  might  suggest  "writB  somSf  talk  some — for  the  ne^t 
f&w  wmmkM  do  only  single  pmgm  entries  and  cam  see  me  often  to 
talk  about  things,"    At  other  times  it  works  well  to  switch 
correspondent  roleS"*the  staff  person  spends  several  weeks 
writing  journal  entries  and  tha  Student  responds  to  them. 
Switching  roles  can  be  an  excellent'  way  to  humanize  toe  journal 
interaction.    It  helps  the  student  perceive  what's  ea^ected  by 
w^y  of  journal  contents  and  to  see  thm  staff  person  being  honest 
«id         front"  ^»ut  his  or  her  daily  eKperiences  and  •feelings. 


CROSS-REFERENCES 


Acaomtability  standards  and  proamdurms  for  the  total  EBCE  program 
reaeivm  attmntion  in  "Lemming  Plan  Negotiationf"  pages  77-91, 
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Agree  on  guidelinas  by  which  staff  will  act  as 
dorreipondents 


/ 


Basically,  the  g^delines  for  journal  correspondents  are  quite 
single  I  correspondents  should 


1.     respect  the  student's  individuality  and  treat  jouraals 
as  confidential  / 

/» 

?.    respond  hmestly  and  regularly  to  every  entiy 

■/ 

3,    monitor  the  regularity  and  general  quality  of  journal 
entries  I  when  a  atudent  consistently  misses  entries  or 
does  not  take  Warn  seriously,  a  conference  should  be 

-     held  to  find  oiit  why  i^id  to  ^do  sc^inething  about  it 

4*    try  to  follow  ttaough  on  patterns  that  seem  to  develop 
in  journal  ^tries—both  regrarding  eKhibited  basic  skills 
abilities  and  any  personal  problemg  a  student  might  be 
having"thTOugh  personal  conferences,  with  the  student 

Journals  provide  exoellent  opportunities  for  staff  to  watch  for 
and  encouraga  my  positive  personal  qualities  or  talents  the 
atu^nt  might  show-*partiqularly  with  MSpept  to  using  writing 
as  a  mediOTi  of  ea^rmaeion.    Frequently^  confarences  held  to 
dlsouss  a  personal  problem  or  skill  ^ficien^  e^tfiibited  in  the 
journal  oan  be  "turned  aroumd"  by  also  talking  about  positive 
qualities  foimd  in  journal  entries*     Giving  tiie  student  a  chance 
to  confront  both  positive  and  negative  oharaoteristlos  in  a 
balanced  context  encourages  development  of  a  more  realistic  and 
cos^rehensive  view  of  self  and  abilities* 


,  BE  COMMITTED 


Correipondents  tmB%  be  comcdtted  to  the  purposeB  of  toe  journal 
and  be  willing  to  put  some  effort  into  making  it  work.  Building 
trust  rela-^toshipo  is  not  an  autonatic  kind  of  activity;  staff 
Mid  students  both  m^t  take  tijoe  and  ener^  to  write  i  respond  to 
and  follow  torough  on  Journal  entries.    And  they  mt^t  feal 
positively  enough  about  the  journal  to  strive  always  to  be  honest 
about  themselves  and  their  feelings.    Staff  ndght  even  consider 
polishing  tiieir  interpersonal  relationship  skills  torough  use  of 
y«iaua  worksh^s,  courses  and  retreat  activities  offered  by 
local  colleges  «id  agenoies.    ^^ile  such  speoial  training  is 
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Mrtainly  not  necessa^  to  be  a  cojfreipendent  it  ean  b©  a  very 
valiiabla  laure©  of  ipeeifie  techniques--f©r  sKa^la,  feedback 
strategies  sueh  as  paraphrase  and  describing  your  o*m  feelingi. 


SOME   SUGGESTIONS    FOR   RESPONDING   TO  JOURNALS 


While  students  de  not  ha^  to  write  ^out  speaific  ttings, 
eorrespondents  etould  always  encourage  them  to  streteh  themselvea 
in  their  witing  and  to  ej^rass  more  aQOurately  the  things  that 
are  happAning  and  feelings  they  are  ha^ng  that  are  most  iR^ortant 
to  tiiea  personally.    In  re^nding  to  journals  one  question  oan 
often  be  worth  10^000  words  of  advice.    Following  are  a  few  issues 
and  questions  correspendents  Mght  ronsider  when  encouragtog 
students  to  ^se  thtir  joionU^s,    Ihey  Me  divl^d  into  several 
Important  grov^  areas-^career  development ,  integrating  ei^^erienees 
and  salf*awarenesst    Some  of  the  questions  suggest  things  students 
might  write  aboati  otters  may  be  applied  to  ttings  students  have 
alrea*^  written  to  help  broaden^  their  perspeetives  of  particular 
e»perienoes. 

Keep  in  jidnd  ttiat  ttese  suggestions  are  aids  to  optimizing  mL,m 
of  the  joum^'i  affecta  on  students,    Ttm  correspondent  is  not 
directing  the  student i  rather  he  or  she  should  be  helping  students 
le^n  how  to  be  the^elves*    Thm  timing  and  appropriateness  of  any 
suggestion  mada  to  students  must  be  carefully  weighed  against  the 
liability  of  the  journal  relationship  becoming  a  forum  for 
correspondent  lectures. 


Career  Davalopmint 

The  journal  can  give  learning  managers  an  eKcellent  opporfe^mlty  to 
help  students  draw  together  the  many  career  development<|Lctivities 
built  into  all  iBffi  le«ning  strategies.    Work  with  the  notion  that 
eveaTfthing  one  does  in,  life  c«i  have  career-related  overta^  ds. 
Help  students  perceive  that  tiieir  present  es^eriences  are  already 
taking  the  shape  of  a  specific  career--that  of  learner---and  that 
events^  activitiss  and  environments  they  are  now  encoimtering 
can  and  do  haim  direct  intact  on  the  quality  Mid  content  of  their 
present  ^d  future  lives. 

Also  watch  out  for  your  o%m  biases*    Try  to  avdid  channeling 
students  into  cheers i  rather  urge  them  to  consider  a  variety  of 
possibilities  and  to  develop  habits  of  self-analysia  and  critical 
thijycing  necessary  to  match  themselves  with  their  career  options, 
^ftille  respmses  shoi^d  be  geared  to  what  a  student  has  written  # 
some  of  the  following  sets  of  qTOstiOTS  can  be  kept  in  mind  as  leada 
for  getting  students  started  on  mMaging  their  own  career  dewlopment. 


CVBRICULVM  S  INSTRUCfXOH_ 


What  arm  you  intermMtmd  in  doing  with  yourmelf?    Do  you  know 
myonc  alraady  doing  those  kinds  of  things?  Frimnds? 
Fmdly?    FmniiiBS  of  fziendBf    Neighbors?    Someone  you  read 
Mbout? 

Mimt  do  you  tfti^  might  iiappen  to  your  other  intBr&sts  if  you 
spent  a  Jot  of  timB  working  at  that  pmrtioulmr  one?    If  you 
took  m  job  like  that  what  would  it  memi  to  your  free  time? 
Could  you  raise  a  family  in  that  kind  of  lifestyle?  Would 
/       you  wmit  your  kids  to  piasm  those  kinds  of  dream  am  they 
grew  older? 

Do  you  llk&  to  have  free  tinrn?    What  do  you  thii^  you'd  do 
if  you  really  had  all  the  free  time  in  the  world? 

You  sound  like  you  don't  like  people  to  tell  you  what  to  do* 
F^at  about  at  yoitt^  job?  Doem  it  make  a  differenoe  if  you're 
getting  paid  to  do  what  someone  tells  you?  j 

I  gather  you  like  working  with  mimmls*    Fou*ve  ewn  done  an 
exploratim  At  m  vetmrinarian's  office^    Yet  all  your  learning 
levmls  and  pro jeots  meem  to  move  ^  u  toward  meohaniaal  fields* 
t  Whiah  one  will  be  m  hoBhy  and  whia.,  one  a  aarmer? 

Intagratlng  ExpiHancss 

A  vsry  ijipartant  part  of  Qaresr  devalopmant  is  the  ability  to 
pergai^  intsrrelationEhipi  among  interests^  abilities  and 
different  kinda  of  laaaming  tasks.    Help  students  see  how  the 
thingi  thay  are  douig  no^-beth  inside  and  outside  of  sohool"oan 
have  a  bearing  on  what  they  want  out  of  life*    ^^rk  witii  other 
teaohara  to  ganarally  watoh  the  student's  projaots  and. site 
es^eriencas  arid  test  Ms  or  her  interests  e^resaad  in  the 
jbumai  agaijist  totf  ehcices  made  in  terms  of  learning  aotivitiai  , 
and  an^ronniants, 

Hera  are  some  typioal  quest         and  oonments  that  might  help 
studants  indraasa  their  abij.ity  to  intagrata  eaqparienoas  s 

Wiat  do  you  thirds  that  means?    Could  you  do  something  about 
it  if  you  had  more  mkills?    What  kind  of  skills? 

,  Your  enploymr  inmtruator  seems  to  demand  a  lot  of  neatness 
from  you  that  you  don't  like*    Yet  you  are  interested  in 
going  to  college  in  soolal  studies*    Don *t  you  think 
soaiety's  pretty  messy  right  now?   Maybe  a  little  neatness  > 
muld  help?  . 

X  gather  you  don't  like  the  reading  you  did  for  your  oritical 
thinking  pro  j  eat »    Yet  you  are  full  of  stories  about  your 
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lifm  that  mskm  grreat  reading  for  m*    Why  dla  you  thii^  it  is 
thmt  you  don't  likm  to  read  factual  tilings  but  you  like  to 
tmll  mtorimB? 

\  I  ^ink  that  e^^rimnam  with  thm  watahdog  ndght  hav^  affBCtrnd 
you  morm  than  you'v©  told  am  bo  tar*    You  tmll  ma  you  want  to 
Jba  m  fo^atar  ymt  you  avoid  e^iploring  any  formst  managmnmnt 
or  mimal^nlmtmd  Bitmm,    You  likm  to  rmmd  books  ^out 
ffdlMit^  but  maybo  you're  m  littlm  afraid  of  the  real  life 
thing-beamuse  6t  that  dog  bitm? 

So  ^mt?  You've  ^t  great  dream  but  you  twp  all  aromd  when 
it'r^  tim  to  make  qhoiMs  ^out  sitaa  to  explore*  what's  the 
problem?  ' 

Have  you  notioed  how  quiakly  you  seem  to  hmndle  ttosa  kind  of 
people  situmtionm?    Thought  ^out  doing  a  projeot  to  polish 
off  your  person^  skillmf    Then  what  would  you  do? 


You  Ukm  carpentry  with  your  nmighbor  but  you  can't  stmd  it 
at  your  learning  levmX  site — tMnk  you  just  like  working  with 
your  nmighbor  no  mttor  Mhmt  he's  doing? 

Self-Awaraness 

fhinking  about  wiiat'i  h^pening  and  talking  it  out  to  another 
pmrmon  oan  he  an  ii^ortMt  step  toward  getting  a  better 
mderstanding  and  contTOl  over  yourmmlt,    ThLm  in  turn  oan  help 
you  aet  mrm  poiltively  and  with  greatar^  oonfidanoa  in  managing 
career  tevel^ment  and  general  learning  choioes,    Aa  atudents 
learn  tp  Inte^ata  tiieir  ©s^erienaea  and  begin  m^aging  tiieir  am 
oareer  developaent  it  is  ia^rtrnt  that  tiiey  alia  develop  their 
abilities  to  analyse  theasalves  and  to  aot  on  tiie  basis  of  tiieir 
judp«its*    Learning  manners  will  be  helping  students  do  this 
throughout  their  various  negotiations  as  they  work  to  build 
individual  learning  plms*    The  jouraal  is  a  good  plaoe  to 
reinforce  student  fielf-awareness  already  initiated  in  learning 
plm  Qonferenges. 

lialrk  with  students  to  be  oonsistently  open  and  diraat  in  tiieir 
jo\irnals-*and  be  equally  steaigh^forward  in  your  responses*  The 
silkiest  way  to  enooura^  self-awareness  is  to  be  honestly 
critical  of  things  you  find  hard  to  believe  and  share  some 
personal  e3qparien«s  whiA  illustrate  your  ovm  growth  in  self- 
understanding  apd  hOTes^.    Keep  in  mind  the  Greek  adage,  "the 
uneKaiained  life'  is  not  worth  living."    Reflecting  on  OTe's  self 
and  helpljig  others  do  so  is  an  art;  you  must  be  willing  to  go  on 

\ 
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M  EXAMPLE 


Annm,  thmt  wms  quite  a  journal  entry.    If  it  was  m  aacarmtm 
piaturm  of  you^  wmmk  then  J 'in  rmally  cQnammmd  about  you* 
X  g&t.  the  fmrnllng . nothJLng  intmrm^ts  you,  that  you'd  rather 
be  MomBWhBsm  mime  doing  momethlng  mlse*    Do  you  rmally  fmml 
that  way?    What  can  we  do  togm^mr  to  Improve  ttie  Bitumtion? 
^me,  next  timm  would  you  tell  m  Mbout  dbm  work  you' vm  been 
doing  mid  pmoplm  you  Imow  who  aould  help  you  get  more 
intmrmMtmd  in  whmt  you're  doing?    I  reedly  want  to  get  to 
Jmmi  you  bmtter  but  X  need  your  hmlp* 


hunehasi  poke  a  littla  and  see  what  happens*    tod  be  eareful"you 
are  not  a  psychotherapist i  you  are  sispiy  tarying  to  be  a  friend 
and  give  reiklistia  feedback. 

In  short  f  evejry thing  done  i^^itJi  the  joumal  should  in  some  way 
help  student  a  increase  their  ?ikills  of  seli-rafleotion  and  self- 
analyiis«  /  All  ttie  suggestions  gi%nen  in  the  preceding  oategories  . 
can  also  help  in  ^is  area. 


Furtimr  disatwsian  of  the  attitudeB  and  detailB  of  Btu^nt-^^taff 
interaotim  in  SBCE  mppears  in  ''l^mrning  Plmn  limgotiation,"  p^ge^ 
43^51  s  and  throughotit  the  "Gu^danom"  Bmotlon  of  Student  Services. 

For  morm  informmtimi  a^out  stydant^iaan^ng  manager  diBomBion  of 
oareer^dBvelopmBnt,  integrating  escpmrimnaem  and  Melf^mfarene&M  Mee 
thm  seation  an  "ProjeotB/'  pa^m  233^235^  tije  same  oonmptB  arm 
also  trmatmd  to  mome  dmgrmm  imder  each  of  the  o^er  EBCE  learning 
Btrategims^see  partioularly  "Career  EKplormtionm /'  pagmm  148-150, 
and  ''Lmaming  S  Skill  Building  Levels,"  pages  313^315, 
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Studmnt  Jomnmls  (Item  4) 


KSifcablish  reeofffflceeping  system  for  menitoring  journal 
€ntri€S 


The  fora^  system  for  TOnitoring  journals  need  be  no  ^ra  eoi^laK 
thim  a  log  for  notinf  the  tires  a  student  t\mis  in  journal  entries. 
At  <ffi}2#  students  giw  their  entries  to  a  cleriaal  aisistant 
who  raoorda  their  ooqpletim  (but  does  not  iread  them)  and  passea 
them  to  ea^  stuitent's  oorreap^dent,    Conespwdent  nMei  taken 
from  joMnal  entries  are  oOTsidered  as  confidential  as  ttie  entries 
themselves »    Corresp«dents  i^y#  however,  draw  from  tiieir  notes 
i^en  mmsmtLminq  tiiair  e^iluatiw  of  the  student  *  s  perf omanre 
and  progress  for  various  reporting  purposes  (parent  eonfeimncesr 
cradentialing  and  so  forth) . 


CURRICULUM  S  INSmUCTION 
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student  Jowcnals  (Item  5} 


Working  with  Joumals 


Orient  itudants  to  joiffl^al  pmammm  and  distribute 


Since  the  jownal  im  intended  to  help  students  reflect  on  all  toeir 
ej^rienceg  in  the  pmgwmf  orientation  lo  the  jouroals  should 
ooour  at  the  mamm  time  students  are  orientsd  to  other  r  i^grM 
purposes  and  ao^^ties,    Joumals  shu  '  i  be  pre    ited  5nly 
as  a  fona  of  aoranimio^tion*  but  alio  as     i  inportant  tool  students 
can  use  to  help  bring  together  and  mako  sense  of  all  their 
leamijig  ejqperienoes* 

h  journal  guide  can  help  orient  students  to  the  jouroal  md  can 
Bmrm  as  a  reference  f©r  qmmtiQnm  they  might  haw  throughout  the 
year#    ^e  guide  should  identic  the  journal's  basic  pujEposes^ 
give  exaiiples  of  the  t^es  ©£  enteies  students  ndght  write  and 
state  progriua  retpiirennts  for  oonpleting  journals,    h  mpy  of 
(0)2 's  gidde  is  reprinted  at  the  end  of  teis  section. 

Because  joi^ala  are  higlUpy  personal  «id  their  purposes  can  be 
misinterpreted^  it  is  ii^ortwt  to  agree  ^0ad  of  tima  on  any 
program  policies  that  will  influence  student  and  staff  use  of 
joumals «    Some  of  tiie  issues  staff  should  eKplain  to  atudenta 
Include 

1-    number  of  joumal  entries  requirsd  each  week 

2.    acceptable  si^ject  TOtter-*Cm)2  maintains  an  "anytoing 
goes"  approach^  as  long  as  students  don't  subvert  the 
journal's  essential  purposes  by  "faking  it" 

3*  ^  whether  or  not  jouwials  will  be  used  to  preigribe  other 
Unds  of  learning  acti%d.ties 

4*    how  OTnfidential  jo\^al  entries  will  be 

f 

A  journal  workshop  can  take  whatever  fonn  ttie  staff  person 
conducting  it  feels  comf©rtable\  using,     CCT),  staff  walk  tl^ough 
rte  journal  guide  at  tiiis  time  and  read  facsfmile  entries  to  help 
students  mderstand  the  tw^es  of  thiiigs  ^out  which  they  are 
es^cted  to  write.    Similarly,  exercises  to  h^lp  students  start 
writing  are  helpful  oriantatlQn  activities— for  exanple,  free 
association  games #  make-belies  letters  or  jotting  down  "ideal  , 
characteristics  of  a  journal  corregpondent  <"    Qnm  way  to  help 
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CURRICULUM  &  INSTRUCTION 


thMe  Students  who  fraaEe  before  writing  tteir  first  words  might 
be  to  aak  then  to  talk  to  their  TOrrespondent  into  a  tape  recordar 
and  then  lia^ly  transoribe  what  they've  laid*  . 

h  good  wrap'-t^  for  the  workshop  am  be  to  ask  students  to  write 
their  firat  entries  at  that  time,    Wiis  enables  staff  to  disoovar 
insne^ataly  how  well  students  imdarstand  their  orientation  and  t© 
answer  of  the  wo^t  ooraion  quastioni  witiiout  t^ing  individual 

omferance  tjjne  to  ^do  lo. 

Besides  e^lalnlng  reqidramenta  md  taehniquei,  orientation  should 
nake  olear  to  studenta  the  eiiential  attitudes  and  spirit  of 
jotamal  writing.    Be  eareful  not  to  itreii  struotwal  issues  over 
the  intanfible  valt^s  of  bid.lding  trust being  honest  and  feeling 
eoBifortable  with  being  one's  self* 


CROSs-mwEmNCE 


Orimntation  mctivitims  for  thm  mntirm  progrmm  are  dlsaumsmd  in 
"Program  Ent^/EKit^"  Studmnt  Bmr^ams,  prdgms  27^35, 
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student  journalm  (ItBm  6) 


Decidifl  how  to  divide  students  amons  staff  correspondents 


The  jouro^  works  bast  when  the  correspondent  takes  on  only  as 
many  students  as  he  or  sha  oan  reasonably  dial  with  mud  still 
aghieya  any  dagne  of  personal  oontaet^-^usually  no  more  than 
^irty.  jotymal  la  based  on  the  i^ortanoe  of  students 

leaiming  to  oomimiaate  ttoughts  and  feelings  regularly  and  over 
an  extendad  period  off  tine. .  Wien  assmtng  responsibilities  for 
reading  joumals#  staff  should  think  earefully  about  their  work 
loads  and  judge  how  many  jouroals'^ they  can  honestly  give  their 
full  attention  to  m  a  weekly  basis. 

(CE)2  dividas  students  Mong  the  learoing  meager s  who  will  work 
wito  them  throughout  the  year  qS%  developing  and  inplementing 
their  indi^dual  learning  plans.    In  this  way  students  begin  their 
jouraals  with  the  staff  person  who  will  have  ^e  olosest  and  most 
continuous  oontact  with  them  during  the  year.    Assigiment  of 
students  to  learning  managers  is  ^ne  somewhat  at  random  ditfing 
orientation  week  at  toe  beginning  of  the  school  year,  although 
learning  managers  my  indicate  a  preference  for  certain  studenbs 
based  on  toeir  experiences  wito  tlmm  fMm  the  preceding  year* 
After  the  first  few  weeks  students  are  free  to  change  eitoer 
leasming  managers  or  correspondents  based  on  tlieir  increased 
familiarity  with  staff  and  on  their  wn  feelings  as  to  whom'  they 
feel  most  eomfo^rta^le  with« 

If  your  program  divides  staff  roles  in  a  different  pattern  (for 
instance  combining       functions  with  those  of  thm  learning 
resource  specialist  or  ei^loyer  ralations  specialist)  ^  keep  in 
mind  that  additional  ^^ties  may  reduce  thm  time  a  staff  person 
can  spend  on  jo\2rnaJs«    Students  may  than  be  distributed  so  that 
more  staff  read  journals  for  fewer  numbers  of  students* 
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iteipond  regularly  to  journal  antriea 


Bispanding  to  journals  ban  Msom  very  time^adnsuming, 
toweapandents  havs  to  take  into  acoount  how  many  an  tries  they 
must  ^al  with  mach  waek  and  judge  when  a  oonferance  or  uae  of  a 
tape  raoordar  might  nore  effioiantly  aohieva  the  same  results  as 
len^hy  written  mowermitm* 

Correspondents  should  jot  do%m  their  first  reaotions  as  they  are 
reading  each  entry*    Biese  need  not  be  long^  as  their  effect  will 
aocvonulata  over  tlms  ^  worm  entries  are  written^  aosmented  on  and 
returned  to  students.    Following       on  first  inpression  comments 
with  tape  re  a  or  da  r  or  t^ped  responses  oan  help  correspondents  to 
fill  in  details  of  their  reaotiois  and  ^so  save  time  energy. 

Avoid  responses  like  "QK^"  "doing  fine^"  or  "keep  it         and  try 
instead  to  focus  on  some  tiling  specific  in  tim  entry  itself,  Gne 
trick  is  ta  use  %^11-cpn^ived  questions  as  a  way  of  sketching  out 
an  opinion  and  triggering  further  thought  on  ^e  student  ^s  part^^ 
for  exan^le^  "your  words  are  telling  nm  one  thing  but  the 
mxpmjcimnQms  you  dmmaribm  Muggtest  thmt  there's  Boamthing  bmtwemn 
thm  iiries/  didn't  that  perman's  matlons  bothtsj^  you  at  all?*'  As 
time  goes  on  responses  oftm  take  tiie  form  of  an  ongoing  written 
and  spoken  con^rsatioh  with  the  student^  imicjue  and  special  in 
its  own  way.     (See  Item  3,  page  420,  for  mora  discussion  of  how 
to  respond  to  journals  i  see  Item  2^  page  418,.  for  dealing  with 
student  accoimtability. ) 


AN  EXAMPLE 

Studmnti    ^©day  wmm  thm  first  full  dmy  of  sahaal  md  I'm 
gmt^ng  to  fmml  hmttmr  ^out  it  already.     Thm£B  ^rm  bowb 
finm^looking  gixls  tfter#.    J  hope  toey  mtmy  md  I  hopm  I 
can  gmt  m  dmtm  i/itA  sonm  of  ^mm^    Nmoy  DouglmB  warn 
dzBssmd  in  hm^  good  dudmi    Shm  lookmd  good^ 

Cor^spon dmn 1 1  '  ThMkm  for  thm  jouraai.    J  Agrmm^'^there  are 
a  lot  of  bmMUt£ful  pmoplm  hmrm  this  year.    I-m  glad  you  lik& 
it.    Wm  werm  kidding  ajtound  a  lot  todays  but  mmziouBly  I'm 
lookir4g  forward  to  working  with  you.    I  think  Wts'll  havm  a 
good  y#ar*,  * 

^  .   _        .    .   _   . 


student  Joumalff  (Tt&m  8} 


iituiants  to  follow  through  on  journal 
.fence 


8 


Bteetings  with  students  ^out  their  journals  may  t^e  several 
foCTS,  -  Host  often,  student  and  correspondant  will  singly  stop 
for  a  few  MnuteE  and  rap  ^out  an  item  of  particular  interest, 
enlarging  on  comments  tiiat  hav«  bean  v^ritten  on  the  entry.  On 
occasion,  entries  will  suggest  a  serious  personal  problem  or  yoint 
out  a  talent  or  capability  which  the  student  may  not  iiave  noticed. 
Thm  correspondent  or  the  student  may  ^en  schedula  a  meeting  to 
pursiie  the  issue  in  greater  det^l. 

Remember,  EBOB  entoils  a  great  deal  of  :.ndividualism  with  frequent 
ehanges  in  student  and  patterns.     Journals  are  one  way  of  insuring 
some  eontinmty  to  stu^nt  es^eriences.    Meetings  to  rowid  out  and 
further  substantiate  that  continuity  are  very  i^^rtant  to  the 
effectiveness  of  thm  journal  as  an  Siffl  strategy.     While  they 
should  not  take  the  place  of  writteri  conraients*  toey  should 
definitely  be  to  con^lement  the  journal  process.  These 

conferences  neec^  not  be  mry  long  and  don't  have'  to  happen  on  a 
regular  basis.    What  is  iaportant  is  that  correspondents  don't 
become  "pen  pals"  who  never  see  students  on  a  personal  basis. 
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Provide  for  stafent  requesi:s  for  change  of  correspondent 


A  student  may  find  it  diffieult  to  "open         with  the  particular 
CDrrespondent  he  or  ^he  has  been  aasignad*  or  iy  may  happen  that 
a  student  fin^  a  relatimahip  with  another  staff  person 
preferable  be  Muse  of  corr^n  interests  or  because  that  person  is 
working  with  the  student  on  a  particular  personal  or  laarntog 
problem*     Student  and  eorrespondent  should  then  meet  and  honestly 
discuss  the  situation ,  deeiding/  if  necessary^  that  the  student 
select  another  correspondent* 

ThB  docision  to  change  correspon^nts  should  not  be  left  con^letely 
up  to  the  studejit*    It  is  not  easy  for  a  young  person  who  may  be 
taicing  his  or  her  first  steps  toward  being  honest  with  an  adult  tr 
say  "I  don't  like  you,  I  oan't  open\  ^  with  you*  I  wMt  another 
correspondent,"    Correspondents  m^t  be  sensitive  enough  to 
recognize  when  a  student  is  having  trouble  and.  introduje  the 
subjeot  in  a  nOTthreatening  fashion*     The  conversation  can  begin 
as  singly  as  "I  don't  feel  like  we  are  getting  anywhere  in  your 
iouamal.    Want  to  talk  about  it?" 


M  E^mtPLE 

Diakf  I'm  trying  to  figure  out  what  you  reaily  msmt  In 
yoiir  Im&t  journml  entry*    Your  tone  soundrnd  Joking f  but  I 
think  you^nmy  bm  BmrlouM*     Would  you  rmAlly  wmit  to  write 
your  joumml  to  Pmul?    Thmre  could  bm  sowb  good  rmmBonB  for 
you  to  prefer  a  aomspondmnt  who  di^'t  also  evaluate 
your  othmr  joh^^oi  work  bm  I  do*    If  this  situation^  is 
unoomfortmhlm  for  yoiif  tmll  nm  what  it  Ib  that's  bothmring 
yout    Maybe       i^an  mlthmr  work  it  out  togBthmr  or  see  if 
Paul  am  start  responding  to  your  journal  * 


At  the  same  time,  freqtMrit  changes  ^11  prevent  the  development 
of  any  kind  of  nieaningftJ,  interaction  between  the  stu&n^t  and  one 
correspondent*     "Hopping"  from  teacher  to  teacher  is  net  mcoimnon^-* 
particulaiely  in  in^^dualised  programs,     Correspoii dents  should 
nhallenge  students  who  seem  to  hm  dntng  this  and  try  to  work  with 
them  to  focus  ^  and  deal  with  whatever  problems  they  may  be 
having. 

i 
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student  Jaummlj 


(Itmm  XO) 


If  pQSsibla  f  have  somaone  receive  and  record  journal 
entries  and  pass  them  to  correspondant 


(<3)2's  elericai  assistwt  racords  htiw  m^y  entries  students 
Goiflplete  each  w^ek,    Ttxm  assistant  notes  conflation  of  journal 
entries  (but  does  not  read  them)  and  passes  the  jouwial  to  toa 
oorraspendent.    In  this  way,  aoc^ate  records  are  kept  so  the 
staff  can  find  out  at  any  ti™  whether  or  not  a  student  is 
meeting  program  requirements.     It  is  injportMt  that  whoever  serves 
this  functioii  understanda  and  respeots  the  journal's  basic 
confidentiality.     It  is  also  preferable  that  correspon^nts  not 
do  recor^eeping  of  this  type  as  it  would  consume  tiTO  and  energy 
that  could  be  better  apant  responding  to  stu^nts. 


^ply  acTOuntability  standards  a*.u  consequencae  as 
necessa^ 


See  Item  2,  page  418  for  a  discussion  of  {ffl)2's  position  on 
journal  accountaJ^ility,    ^atever  standards  are  applied/  keep  in 
mind  the  following i 

1*     Problems  should  be  re^aponded  to  quickly  as  they  arise* 

2,     Penalties  should  not  be  imposed  automatically  by  a 
system  or  "toird  party;"  the  student  has  a  right  to 
state  his  or  her  side  of  the  issue  md  to  ^scuss  the 
problem  with  the  correspondent* 

3*     Consequences  must  be  fadr  md  should  not  si^vert  the 

major  pi^pose  of  the  jo^ial~t6  encourage  students  to 

be  themselves  imd  to  communicate  about  thincjs  that  are' 
XB^ortant  to  tiiem* 

4*     Correspondents  also  have  the  r^-ght  and  responsibility  to 
state  their  am.  feelings  ^d  observations  about  student 
behavior^  particularly  concerning  their  judgment  of  how 
hcmest  students  are  being  with  themaelvfes  and  with  their 
journal  entries, 

V 
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Hold  group  meetings  for  review  and  refinement  of 
jo^nal  reqi^remants  Bnd  processes 


Both  staff  and  students  must  mderatand  and  agree  on  ^e  pu^osea 
of  the  joumal  as  a  strateOT^*     If  correspondents  discover  certain 
students  are  not  using  the  journals  in  ways  es^ected  of  them/  a 
student  grot^  meeting  should  be  held  to  discuss  their  perceptions. 
It  may  happen  that  si^ly  getting  their  concerns  out  in  the  open 
will  help  students  better  perceive  the  journal's  purposes*  At 
thm  same  time/  if  student  feedback  consistently  indicates  a 
particular  p^pose  does  not  work,  staff  should  consider  revising 
journal  escpectations* 

Even  if  no  apparent  problems  are  surfacing  concerning  thm  journals  / 
it  is  a  good  idea  to  meet  with  students  to  review  generally  the 
usefulness  of  journals*     CCT)2  usually  takes  the  opportunity  of 
its  student/staff  retreat  to  hold  discussion  workshops  to  assess 
all  program  learoing  activities  from  the  studnut's  point  of  view. 
Some  correspondent a  may  choose  to  build  less  formal  reviews  into 
the  journal  process  by  asking  students  to  periodically  focus 
their  entries  on  an  evaluation  of  their  own  journal  performance 
and  the  journal's  usefuj^ess  to  them  personally* 
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STUDENT    JOURNAL  GUIDE 


On  the  following  pagms  is  repraduaed  a  xmviBmd  vmrMion  of 
the  guide  givmn  Btudmnts  to  hmlp  thmt  undmrstmnd  what  is 
eKPBfitmd  of  thmn  in  tiimir  jaurnkl  writing^     To  smvm  spaae 
thm  aovmrs  of  thm  guidm  havm  bmmn  d&lBted . 
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Stud&nt  Journml  Guide 


What  Is  A  Journal? 

What  is  a  jouffial?    Soto  people  think  it*s  a  diary;  others  that  it's  a 
newspaper.    It  dotsn't  have  to  be  either.    It  can  be  practicany  anything 
you  likei  ai  long  as  you're  wlllirg  to^  do  some  writing. 


IT'S  ABOUT  YGU 


The  journal  reflects  the  contents  of  those  moments  In  tire  that  are 
personal  or  have  special  mcianing  for  you--experienc«  from  which  you  draw 
some  understanding  about  yourself  or  your  world.    They  are  not  necessarily 

grand  or  monynental  but  they  are 
special  in  some  way  to  you,  A 
journal  Is  a  place  to  express*  on  a 
regular  basis*  some  written  record 
of  what  you  DO*  THINK  and  FEEL. 

The  one  person  you  need  to  gtt  to 
know  really  will  in  this  world  is 
YOU.   The  journal  can  be  the  most 
exciting  teacher  you  will  ever 
encounter*-for  the  act  ^f  putting 
into  wrds  your  experi6  :ceSi 
thoughts  and  feel ings  will  cause  you 
\     l\    ^  reflect  nrore  on  your  dally  life. 

\)    1  Writing  about  yourself  is  one  way  to 

M    /  wMf  grow  In  knowing  yourself*  to  become 

more  awart  of  your  learning*  goals 
and  needs  s  to  understand  why  you  do 
the  things  you  do* 


CVRRICULUM  S  INSTRUCTION 


An  Important,  aspact  of  your  journal  will 

ba  the  raspohsa  you  gat  from  your 

corraspondint.    This  1s  the  EBCE  staff 

parson  who  win  be  responding  to  your 

journal  entries*    riut  while  on  the  surface  you 

are  writing  to  your  correspondents  underneath  you 

will  also  be  writing  to  yourself.    The  correspondent 

sharts  in  this  writing  experltnce  and  works  with  you  to 

help  you  eomnunicate  better.    This  does  not  mean  that  you  must 

try  to  please  soreone  else  with  your  writing.    It  means  that  someone  who 

1s  Interested  in  you  will  ba  reiding  and  responding  to  what  you  write. 

Think  of  your  correspondent  as  another  part  of  yourself ,  and  you  will  have 
the  key  to  what  is  exciting,  interesting  and  Important  to  write  about.  It 
is  very  much  like  ah  internal  conversation  with  a  part  of  you  that  you  may 
not  know  as  well  as  you  would  like  to. 

You  are  not  required  to  discuss  anything  in  parti culari  nor  are  you 
expected  to  unburden  your  soul  with  the  correspondent  unless  you  feal  that 
is  what  you  need  and  want  to  do*    The  journal  1s  YOU—let  it  say  so,  but  be 
honest  with  yourself.    Write  what  ^  think  is  important,    ^n't  wrry  about 
style  or  correctne^^s*    Relax  and  enjoy  your  writing  experience.    You  will  be 
surprised  at  the  results! 
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Getting  Down  To  Writin 


RCTOfnber,  what  1s  Important  is  to  share 
ideas t  work  out  your  thoughts,  or 
creata,    The  journal  is  not  so  much  a 
point-by-point  discription  of  your 
daily  activities  as  how  you  think  and 
fetl  about  them.    For  example,  don*t 
just  limit  yourself  to  saying: 


You  see?    You  already  know  what  you  did. 
Put  the  events  of  your  life  In  a  context 
of  thinking  and  feeling,  evaluate  them 
a  littli  bit*    Did  the  experience  change 
you,  affect  you  In  some  way,  or  give  you 
a  special  Insight?   How  do  you  feel 
about  the  sltyatlon?  What  do  you 
think  about  It?   What  effects  do  you 
predict  the  experience  will  have  on  your 
future  actions?   Learn  from  what  you 
wr1ti"the  journal  will  Inform  you  only 
to  the  degree  that  you  infonn  it* 
Discover  what  is  interesting  to  you  by 
writing  It  down.    Concentrate  on  your 
reactions,  your  observations,  and  your 
judgments  about  what's  happining  to  you. 


For  examplf ,  expand  tht  situation  shown  on  the  preceding  page  in  terms  of 
how  you  might  think  and  feel  about  it,  and  you  will  have  something  like 
the  sample  entry  below. 


r" 


.0. 
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^^^^ 


JmqM, 


/ 


^%0ja^,  M^f^MJ^jM  ^J/^jOi^. 


01^.  ^aJli'  lum  'imoUmD  a^ajg^  midm*yy 


/ 


What's  Expected 


student  Journal  Guld^ 


It  is  hoped  that  your  journal  will  be  very  much  "you,"  inside  and 
out.    The  following  requiremints,  hov/ever,  can  help  give  you  a 
sense  of  continuity  and  organization: 


r 


Use  a  special  notebook  or  binder  which  you  keep  only  for 
/Journal  writing.    This  prevents  loss  of  entries  and  gives 
you  a  continuous  whole  to  see  and  reflect  upon  at  all 
times.    You  should  turn  in  the  entire  journal  with 
everything  you  and  your  correspondent  have  written  so  far. 

You  are  responsible  for  your  Journal 

don't  lose  it! 

Turn  In  your  whole  Journal  each  week.    While  your 
correspondent  has  your  journals  you  might  find  it  important 
to  keep  notes  to  enter  when  your  journal  is  returned. 

Remember,  your  correspondent  is  another  person  who  is 
listening  to  you  with  an  open  mind.  Try  not  to  waste 
anybody's  t1me--most  importantly  yours-*w1th  trivia, 

A  complete  journal  entry  should  cover  at  least  two  full 
pages  for  each  week.  Once  you  become  involved  with  the 
process*  however,  you  will  probably  go  beyond  this  minimum. 


m^l  m  COME  OF  IT 


You  can  expect  two  kinds  of  growth  to  result  from  writing 
regularly  In  your  journal/  First,  your  writing  ability  will 
improve*  simply  because  you  will  be  writing  often, 

AlsOs  your  ability  to  understand  your  experiences  will  deepen, 
both  from  the  regular  act  of  reflecting  on  and  writing  about  v^at*s 
happaning  to  you  and  from  the  interaction  between  you  and  your 
correspondent.    Your  corrispondent  will  be  reading  your  Journal  in 
a  serious  attempt  to  underitand  wfiat  you  mean*  not  in  order  to 
criticize  or  even  evaluate  your  writing.    If  your  correspondent  Is 
honestly  puziled  by  something  you  write,  he  or  she  may  sometimes 
ask  you  to  be  more  clear  In  your  expression.    But  the  journal 
should  be  a  sincere  dialogue  between  two  peopli  trying  to 
understand  each  other. 
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Getting  On  With  It . . .  Hints  And  Tips 

If  your  mind  reaches  a  blank  space  and  you  feel  thire 
is  nothing  to  write  about,  take  a  look  at  the  ideas 
on  the  next  few  pages**. 

You  may  find  sorething  there  that  will  turn  on  your  imagination. 
If  not,  make  something  up,.*  You  can  learn  a  lot  about  yourself 
from  the  simple  process  of  trying  to  put  words  onto  paper--that -s 
what  creation  is  all  about,  taking  feelings  and  thoughts  that 
might  be  drifting  anywhere  and  finding  something  about  them  that 
pulls  them  together  into  something  you  can  give  shape  to,*, 
whether  it's  just  words  strung  out  on  papery  stories  about  what's 
happening  to  you  or  what  you  dream  about,*,  if  you  put  your  own 
time  and  energy  into  it,  that's  creation *, , 

IT  IS  IMPORTANT  THAT  YOU  DON'T  LEAVE  YOUR  JOURNAL  BLANK. 
Your  mind  is  never  empty. •*  even  when  you  think  it  is 
there  are  things  floating  in  there  doing  things  to  you. 
Ask  yourself  questions, , .what's  hanging  you  up?  Write 
about  it...  you  might  find  out  sorething  new/, . 


student  Journal  Cuid-? 


Theri  art  many  ways  to  look  if  yourself,  to  show  feelingSj  to  react  to 
the  world  and  your  txperlences.    Just  because  your  journal  will  be  mostly 
in  words,  don't  limit  your  expression  to  just  one  style  or  form  every  time? 
you  write.    If  you  haven't  expirimented  with  different  forms  of  writing 
before,  do  it  now.    Try  writing  In  the  form  of  a  poem,  a  dialQgue  in  which 
you  imagine  both  sides  of  a  discussion,  a  play,  a  speech,  an  interview  or 
a  dream.    Try  writing  as  if  in  the  past  or  the  future.    You  may  prefer  to 
write  in  prose  (that's  what  you're  reading  right  now)  or  stream-of- 
consclousness  (writing  down  exactly  what  Is  going  on  1n  your  here-and-now 
without  using  regular  sentence  structure,  punctuation,  logical  sequences 
and  so 


Whatever  form  feels  comfortable  to  you,  remember  your  original  purpose  of 
raflecting  on  your  experiences  and  clarifying  your  reactions  to  them. 
For  example: 
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This  student  is  using  the  journal  entry  to  help  her  understand  her  emotional 
reactions  to  a  changing  job  sityation: 


^  .^^£^y^^  ju^Aj&  auja^  J/^d^^  ddm^  ^^^i^ 


omM.  a^^^^^j  ^^^v^^^    ^  J   £uaM.  Am.^^  4iM^^ 


.^>^^         ^^^^^  f^A  ^  ^^^y ,        jj^ ^^^^^ 


T7 


T 


4€M^  sU4j^^  j^Ac^  4£^*a^€^  ^^^^^  ^^^^^  Ae^l^ 
^        ^  ^  ^    ~:       /  — -^—^ —  


^^^^ 


f  7^ 
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Playing  With  Words 


If  you  ar€  not  sure  how  to  go  about  wrltlrig  a  poem,  rtad  a  few  poets 
(maybe  your  correspondent  can  help  with  suggestions),  past  and  present, 
and  get  a  feeling  for  their  rhythms  and  Ideas.    Then  write  a  poim 
of  your  own, 

A  dialogue  can  take  several  difections.    You  can  hold  a  conversation 
with  another  part  of  your  self  that  you  don't  show  to  most  peoplei  or 
ybu  can  Imagine  a  dialogut  with  your  correspondent.    You  may  report  an 
actual  conversation  you  have  overheard  or  taken  part  in.    Or  you  can 
create  two  Imaginary  characters  and  report  a  conversation.    Think  of 
what  you  would  most  like  to  do  after  you  finish  school. 

mc  / 


CURRICULUM  a  INSTRUCTION 


Imagine  a  dialogue  between  you  as  a  Job  applicant  anfi  an  interviewer  for  th\ 
job.    Think  of  the  thing  you  could  say  that  would  be  most  likaly  to  get  you 
hired.    Now  reverse  roles:    you're- the  1nterv1ewer--what  do  you  want  in  a 
prospective  eiriployea?   T^ry  doing  the  dialogue  in  the  form  of  a  cartoon  or? 
comic  strip.    Tr^  writing  your  own  play  with  setting  and  directions. 

Interview  someone  about  something  you  are  interested  in  iMxning  about. 
Be  sure  to  have  some  questions  and  ideas  ready  for~tKe  person  you're 
going  to  be  interviewing,    it  will  fee  mainly  your  responsibility 
to  keep  the  intirview  going,    (If  you  have  trouble  taking  good 
notes*  a  tape  recorder  will  be  a  help  here.) 

Or  you  may  want  to  try  to  pretend  you  are  something. 
M  that  thing  and  write  about  how  you  think  and  feel 
as  it.    Imagine  you  are  the  seap  a  caterpillar^  a 
cigarette,  a  garbage  can,  a  tree,  a  marble,  Jhm 
describe  what  you  se^*  hear,  feel,  do.' 

Or  just  sel  aside  i  ten-minute  period, 
concentrate  on  the  sounds*  thoughts, 
feelings  which  come  into  your 
mind  and  write  down. as  much 
as  you  can. 

See  if  you  can  discover 
other  forms  of 
expressing  yourself  in 
writing.  Experimenfl 
And  if  you  run  out  of 
ideas,  look  on  the 
following, 
pages. 


44G 


I  Jo 


student  Journal  Guidfi 


Ideas 


YOUR  COMMUNITY  PLACE 

The  Place 

□ What  1s  pleasing  about  your 
neighborhood? 

QWhat  Is  distasteful  about  It? 

Rebuild  your  neighborhood  so  that  it 
fItA  yt.ur  view  of  the  ideal. 


Deicrfbe  your  response  to  your 
surroundings  at  different  times  of 
the  day  (i.e.*  sunrise,  noon,  sunset, 
night),  \ 


The  People 


What  do  people  In  your  neighborhood 
believe  in?   What  are  they  prejudiced 
about «    How  do  they  show  these 
values? 


What  kinds  of  work  do  you  see? 
Which  can  you  do?  /Which  do 
you  like?        >  ^ 

□Interview  some  people  1n  your 
neighborhood.    F^ind  out  about  their 
past,  present  and  planned  future. 
Try  to  describe/ their  lifestyle, 
their  dreams.    Discuss  why  you 
think  they  made  the  choices  they 
idid. 


What's  Happening 


^  □ 


What  neighborhood  activities  do 
you  enjoy? 

What  could  you  and  your  neighbors 
do  together  to  make  your  conmiunity 
a  better  place  to  live? 
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Then  Whfit.,_, 


nHave  you  ever  worked  in  your  comnunlty?  What  kinds  of  jobs  were 
—     you  able  to  find? 


Do  you  think  mori  Jobs  shoul d  be  avallabli  for  youth  in  your 
I— J    community 7   What  kinds  of  jobs? 


I    I    Desoriba  your  view  of  a  perfect  job.    Whert  would  it  be?  What 
L-J.   would  you  be  doing?   How  much  money  would  you  make?   What  kinds 

of  people  would  your  employers  be?   Hdw  would  you  relate  to  your 

fellow  employees? 

I    j  •  In  your  opinion*  does  what  you  are  learning  in  EBCE  relate  to 

I— J    future  employment?    Do  you  ftel  you  are  being  prepared  for  getting 

a  job?   Are  there  any  suggestions  you  have  which  would  make  you 

feel  better  prepared? 


□ 


Write  a  story  about  a 
person  who  is  unhappy 
in  his  or  her  job. 
Try  to  solve  the 
problem  in  a  realistic 
manner. 


How  do  TV  images  of 
careers  and  life 
compare  to  the  way 
peopli  live  in  your  . 
coniiiunity?    What  kinds 
of  similarities  and 
differences  do  you 
see? 


Interview  one  of  your 
parents  or  a  neighbor^ 
about  the  work  they 
do.    How  do  they  feel 
about  their  job?  How 
would  they  change 
things  1f  they  could? 
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Ideas,  Ideas 


YOUR  EBCE  PLACE 
Thi  Place 


rn  Etescrlbe  how  your  learning  center  looks.    How  do  you  think  the 
' — »  place  contributes  to  your  learning  experiences?   How  would  you 
change  It  if  you  could? 


The  People 

Describe  someone  in  EBCE  that  you  care  about. 


□ What  kind  of  problems  do  you  have  in  EBCE?  How  did  they  get  to 
be  problems?   Who  could  help?  How? 


What^s  Happening 


Has  some  new  Interest  developed  for  you  lately?  Are  you  looking 
at  any  unusual  sites?   How  do  you  feel  about  them? 

Describe  a  recent  day  in  the  program.    Describe  an  ideal  day. 


Then  What, 


□ 


□ 


What's  worth  knowing?  How  do  you 
know?   Why  do  you  think  so? 

Describe  ^ow  you  would  lead  a 
class  for  a  week  in  a  subject  you 
choose.    What^ activities  would 
you  plan?   Why?   Try  choosing  one 
subject  you  like  and  one  that  you 
don't. 

Discuss  the  value  of  the  projects 
you  have  negotiated.    How  do  they 
relate  to  your  present  and  future 
plans?   What  would  make  them 
better? 

List  your  project  topics  In  order 
of  prefertncei  and  discuss 
you  ordered  thtm  that  way. 


d5 
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Ideas,  ideas,  Ideas 


YOUR  PERSONAL  PLACE 

Describe  your  Self  from  as  many  points-of-view  as  you  can* 

□ Discuss  a  respphse  youWe  had  to  some  rtcant  media  exptrience  (TV 
program^  newspaper  articlei  musiCs  nrovie,  etc,) 

□ Discuss  your  personal  reaction  to  a  recent  rap  session  you've  had 
with  (a)  friends,  (b)  parents,  (c)  correspondent,  (d)  other  teachers, 
(e)  a  stranger. 


Develop  a  thought  or  Idea  you  have.    Anything  goes! 

□ Step  outside  yourself,  and  describe  YOU  as  If  you  ware  a  stranger  just 
meeting  you. 
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rnSet  into  any  kind  of  emotional 
L-J  response  you  have  experienced 
(1.e,*  anger*  sadnesSi  happiness, 
etc),  and  describe  It  with  color 
and  life. 

□ Do  you  like  being  alone?   What  do  you 
most  like  to  do  when  you  are  alone? 

□ Discuss  your  hopes  and  fears,  strengths 
-   and  weaknesses*    What  relationship  do 
these  have  to  your  life? 

□ 


Write  down  a  dream  or  a  fantasy  you  We 
had  recently*    Analyze  its  meaning 
to  you. 


Do  you  have  a  pet?    Describe  Its 
personality  and  your  relationship  with 
It*    Put  yourself  in  its  place  and 
describe  yourself  and  a  day  in  your 
life  J 


□ What  kind  of  relationship  with  nature 
do  you  have?    If  you  could  spend  your  time  anywhere  In  the  world, 
where  would  you  go  and  why?   What  would  you  do  once  you  got  there? 


□ 


Discuss  something  you  hate.  Try  to  decide  what  it  is  within 
yourself  that  makes  you  feel  as  you  do  about  it. 

Develop  a  method  for  relaxing.  Give  directions  so  that  your 
correspondent  can  try  it,  tool 


Write  a  story  In  which  you  are  the  hero  or  heroine.  Try  to  relate 
the  story  to  future  employment  you  hope  to  experience- 


CURRICULUM  S  INSTRUCTION 


/ 


/ 


HAS 


  ~! 

DO  \AJHAT 

Vou 

AUWAyS  DO 

1 

SUING 


pOlHfi 


^DM«^  AND  ?A$lfiD 


/ 


THINK  ABOMT 

AMD  WHAT 
YOU'RE  DQlWS 
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AND  fCEUNOS 


EMPLOYER 
SEMINARS 


EMPLOYER  SEMINARS 


Erolover  geminari  aara  regular  Beamings  of  students  with 
en^loyfM  and  other  TOimunity  people  to  disauas  Career 
tevelopTOnt  toplqs,     fr*a  seminara  help  itudents  better 
perceive  issues  ^nd  trends  ocdurring  nationaliy  throu|^ 
frank  disousslon  witti  indii^duali  from  the  looal  eoamitmity 
who  are  impacted  directly  by  su^  issuer  as  the  changing 
work  ethic #  job  discrimination,  retireTOnt  and  career 
mobility. 


THE  PURPOSES  OF  EMPLOYER  SEMINARS 

1*    give  students  an  informtion  base  in  important  Career 
Davelopment  topics  whidi  toey  night  st^s^uently  examine 
and  test  during  their  indimdual  learning  e^erlences 
in  the  commimity 

2.  make  furtoer  use  of  the  particular  knowledge  and  es^perience 
of  en^loyer  and  commtmi^  resource  people 

3.  provide  large  group  lear  "ng  es^eriencei  to  complement  ^ 
individual  student  activA^ies  by 

^  a.    encoitt'aging  circtilat^on  and  exchange  of  ideas 

b*    stimulating  collective  discussion  and  debate  of 
facts  and  opinions 

c*    allowing  for  peer  group  reinforceipent  of  learning 
and  general  personal  growth 

THE  PEOPLE  INVOLVED  ^ 

One  or  more  staff  membera  should  be  designated  to  help  guest 
resourGa  persons  prepare  for  their  presentatiOTS,    Biese  might 
logically  be  the  student  coordinator  and  one  of  the  e^lgygr 
relations  specialists*    ttey  in  turn  may  call  on  either  the 
learning  mmager  or  the  learning  resource  specialist  for  sadditional 
support.  . 
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RELATIONSHIP  TO  INDIVIDUAL  LEARNING  PLANS 

The  content  q£  employer  leminara  relates  mpst  directly  to  Career 

Developroent  objectives  and  is  incorporated  in  eacdi  student's 

pgQ ject  work.    Since  attendance  is  required/  seminars  also  interface 

directly  with  program  requireinente  «id  thm  Student  Accp\mtability 

System* 

EXPECTATIONS  FOR  STUDENTS 

students  are  required  to  attend  all  employer  seminars.  Subject 
matter  of  each  seminar  will  be  incorporated  Into  student  projects 
to  insure  student  asslMlation/^e  of  information  presented. 


\ 


Employer  Bmmlmrm 


Steps  to  Foilow 


PREPARING  FOR  EMPLOYER  SEMINARS 


Involve  the  cesiauni^  in  planning  and  implamenting 
eaminaj^ 


11 


Debrief  with  staff  and  speakers  to  evaluate 
seminar  preientatione 


13 


Initiate  thMk-^you  lattei-  and/or  other  t^es  of 
response  to  eonclude  the  seminar  speaker's 
involvement 


page 


Agree  on  pti^o^es  and  req^rements  for  enployer 
seminars 

2J    Designate  staff  roles  4^0 

I  3  \    SpeGify  student  rights  and  responsibilities  4bi 
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I  ^  I  ^  Seleet  topics  for  seMnars  4^2 

\  6  I    Identiftr  speakej^  and  plan  each  seminar  466 

S Specify  dates  on  program  calendar  for  reminding 
spacers  *  staff  and  students 

j  qJ    Orient  students  to  seminar  purposes  470 
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Employer  Smrdnars  fJtem  1) 


Preparing  for  Employer  Seminars 

Agree  on  purposes  and  requirements  for  arrplQyar  seminars 

\ 


EBCE's  basic  purpoeas  aid  TsquireBientS  for  employer  seminars  were 
given  at  the  beginning  af  this  section  (page  455) .    Following  are 
some  considerations  yot^  staff  should  discuss  when  planninrr  for 
seminars.  ? 

Employer  seminars  should  provide  accurate,  current  and  relevant 
information  ^out  ia^rtant  economic  and  enployment  issues,  ^ey 
can  be  invaluable  learning  e^eriences  for  staff  as  well  as  students. 

thm  seminars  should  be  honestly  representative  of  prevailing 
conditions  and  trendB,     Thmy  should  involve  speakers  with  diverse 
viewpoints  from  all  walks  of  life  who  have  direct  esjperience  in 
specific  topic  areas. 

When  possible,  seminars  should  involve  more  than  one  speaker* 
Students  have  a  right  to  hear  both  sides  of  issues  and  to 
understand  something  of  the  plurality  of  es^erieneea  and  ideologies 
that  comprise  today 's  society. 

Seminars  should  not  only  present  ^s tract  overviews  but  also 
demonstrate  a  topic's  applicibility  to  everyday  life.     For  example, 
a  discussion  of  supply  and  demand  can  deal  with  petroleiM  shortages 
and  national  economic  trends  in  term  of  tteir  impact  on  consiMer 
lifestyles  and  real  job  possibilities  in  the  local  conrounity. 

Seminars  should  not  sybstitute  for  real  experiences  in  the  community. 
Rather,  they  should  complement  student  learning  activities  at 
employer  sites  by  proHding  a  broader  context  for  analyEing 
o^eriences  and  refining  career/life  goals* 


\ 
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CURRICVWM  a  INSTRUCTION 


Designate  staff  roles 


Employer  seminars  should  involve  all  the  staff  to  soM  degree  in 
selecting  topics*  identifying  speake»  and  planning  preaantations • 
You  may  wish  to  designate  one  L:.taff  person  to  coordinata  planning 
efforts  and  to  serve  as  liaison  with  speakers.    Following  is.  a 
brief  sumnary  of  EBCT  staff  roles  as  they  might  relate  to  en^loyer 
seminars « 

^e  student  coojfdinator  is  most  eonsistently  involved  in  helping  ^ 
plan  and  implement  all  ^pes  of  group  actimties  and  therefore 
be  of  great  assistanoe  with  seminars . 

^e  program  adyn^riistrntor  is  in  a  good  position  %q  i^^b  some  of  the 
initial  eontaots  with  people  in  the  oonBiwiity  that  are  necessary  to 
refine  the  definition  -of  topics  and  seleotion  of  .^potential  spe^ers 

employer  relations  ipecialist  may  already  be  /ramiliar  with  many 
of  the  people  selected  as  speakers  as  well  as  generally  aware  of 
toreer  Development  implications  of  seminar  topics  as  they  might 
impaot  student  onsite  escperiences * 

^e  leamincf  manager  is  responsible  for  the  total  development  of 
each  student's  learning  plan.    He  or  she  should  be  involved  in 
planning  the  content  of  seminars  and  making  provisions  for 
incorporating  seminar  es^erienoes  into  project  activitias- 

Ihe  learning  resource  specialist  oan  help  with  selection  and  use  of 
materials  and  equipment  neeessary  for  seminaj?  presentations*  ^e 
LHS's  contacts  with  conmimi^  rasouroe  people  can  also  be  drawn  on 
in  the  identification/selection  of  seminar  speakers. 

In  addition,  coimftimity  mambers  and  students  should  be  involved  in 
both  planning  and  implementing  seminars"See  Items  4  and  11 
raspactively , 


4m 


Employer  Seminmrs  (Itam  3) 


Speeify  student  rights  and  rssponsibilities 


Studants  are  ej^eetad  to  attend         seheduled  sendnare,  participate 
in  their  activities  and  work  with  learning  managers  to  incorparate 
seminar  information  in  project  activities.    Attendance  is  taken  at 
seminars  and  entered  in  the  program's  records*     Absences  are  dealt 
with  on  an  individual  bssis  and/  as  need  be/  accountability 
consequences  initiated. 

Keep  in  mind  when  negotiiting  consequences  for  a  student  missing  a 
seminar  that  tiie  seminar  information  is  considered  critical  for  all 
students.     To  help  the  student  accept  toe  responaibility  for  missing 
a  seminar  you  might  consider  ways  in  which  toe  student  can  do 
additional  activities  to  obtain  toe  inforration  h'e  or  she  did  not 
receive  from  the  seminar. 


•  CROSS-REFEimNCE  ' 


See  "ramming  Plan  Nrngotiation pages  77-91/  lor  discussion  of 
aacotmtability  standardB  and  cdnsmquenceB* 


Involve  toe  cormnunity  in  planning  and  implementing  seminars 


Employer  seminars  deal  wito  current  issues  that  impact  the  nature 
and  quality  of  everyday  life.     It  is  ii^ortant  toat  you  involve 
community  people  in  boto  toeir  planning  and  inplementation. 
contacting  your  local  Chafer  of  Commerce         other^  citizen/ 
cofflinmiity  groups.     Invite  employera  and  employees  from  toe  EBCE 
site  network,    This  kind  of  involvement  can  both  increase  toe 
relevancy  of  toe  presentations  and  improve  your  relations  wito  toe^ 
commtmity,     (See  also  item  6  for  identi^lng  speakers  and  actually 
planning  each  seminar*) 


\ 
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CVRRICULUM  S  INS'muCTlON 


Select  topics  for  seminars 


SELECTING  TOPICS 


Brainstom  with  people  from  your  conmunity  when  bonsidefing  topics. 
Ask  yourselves f  what  are  the  issues  and  problems  facing  people  in 
this  commionityi  how  do  those  relate  to  events  and  trends  you  see 
happentag  on  %  national  sqale?    You  may  wirh  to  review  ^e  list  of 
rareer  De^lopment  learning  objectives  in  Appendix  1  for  possible 
topic  ideas  * 

Keep  in  mnd  also  that  seminars  will  be  used  as  resovirces  for 
project  activities*    l^ile  you  should  not-  dilute  tbiir  "essential  ^ 
Career  Development  focus ^  it's  a  good  idea  to  ttink  about  topics  in 
.terms  of  their  various  Life  Skills  r mi fi cations ,     Learnimj  managers 
will  find  this  helpful  when  toey  later  are  negotiating  prcject 
activities  to  help  students  assimilate  and  act  on  what  they  learned 
from  the  seminars*     Topics  will  most  obviously  relate  to  functional 
citizenship^  personal/social  development  and  critical  thinking, 
but  tiie  areas  of  creative  development  and  science  might  ilso  yield 
interesting  project  activities. 


SOME    POSSIBLE  ISSUES 


"following  are  several  major  topics  chosen  by  EBCE  staff ?  students 
'jid  ccmmunity  representatives  and  some  thoughts  abont  how  each  is 
important  for  students  to  confront,     ^mentoer,  however ^  these 
thoughts  are  meant  to  sketch  sCT^e  of  tiie  Sirections  a.semnar  might 
explore^    We  do.  not  recoiranend  them  as  representative  of  all  the 
important  concepts  relating  to  any  given  topic*    Yowc  planning  group 
and  seminar  speakers  should  decide  what  is  irrportant  for  students  in 
your  prograin  and  cominunity  to  understand*  ^ 

The  Changing  Work  Ethic  \ 

\ 

students  should  analyse  w.ork  in  America  for  its  national  aiid  personal 
signi^cance*     It  is  in^ortant  for  students  to  undjeirstand  th.^t 
American  productivity  has,  lagged  significantly  behind  that  of  otfier' 
countries  in  the  recent  past,    Hiere  is  a  compl^ss  xmmcm  for  this 
gap,  but  one  crucial  aspect  is  t»:^  work  etiiic  of  tod^iy^j  l^or  fort^. 
An  analysis"  of  the  changing  work  ethic  is  important  to  see  if 
technolo^  itself  or,  the  OK-ganiiation  of  work  is  behind  the  appaffent 
change,  =  ^ 

.  % 
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Employer  Semimrs  (Item  5) 


As  part  of  the  study  of  work  ethics,  students  can  consider 
psyehological  sitisf action  and  pride  in  work.     They  should  daal 
with  tiie  notion  that  work  provides  goods  or  services  for  otter 
people.     In  this  broad  sense  all  work  has  som  degree  of  external 
benefits  attached  to  it*     It  is  true^  however,  that  some  careers 
allow  for  a  greater  pride  of  work  than  otters.     No  one  should  take 
pride  in  making  a  shoddy  product  even  if  it  brings  in  large  aTOunts 
of  cash*     Often  a  person's  work  and  tte  benefit  of  the  work  are 
widely  separated*     Students  should  analyze  what  happens  whc^.n  this 
separation  occurs ♦ 

Students  might  also  ermine  how  job  habits  and  work  rules  inj^act 
both  the  employee  and  tiie  enployer.     It  is  important  that  student^s 
understand  the  usefulness  and  legitimacy  of  hrtits  and  rules ,  ^ey 
should  also  be  ^le  .  to  determine  when  those  same  things  are  counter- 
productive eitiier  in  terms  of  personal  values  or  broader  social 
effects.     Students  need  to  know  how  to  diange  themselves  or  the 
rules  if  it  becomes  necessary  and  to  understand  the  connections 
between  habits,  rules  and  attitudes  and  a  work  ethicp 
f 

Economi  cs 

students  need  to  imderstand  tiiat  the  main  atructure  of  United  States 
econor^  is  free  entaj^rise  with  ^oma  degree  of  government  involvement. 
Students  should  be  familiar  with  areas  within  tte  econoi^  tiiat  are 
mDre  or  less  involved  wlto  state #  local  or  federal  goT c^nment* 

At  the  same  time  that; students  deal  with  a  basic  undersv  -  iing  of 
Arorican  economicB  they  should  analyze  local  and  national  economic 
trends,    Thay  cbh  look  at  several  key  indices  that  help  In 
estimating  the  general  level  of  econondc  activity  in  the  nation* 
T^ey  can  also  develop  a  familiarity  witii  tee  concep-cs^^and  measures 
of  inflation/  uneni^loyment  and  gross  product  on  both  the  national 
and  local  levels .     'ffiis  kind  of  information  mi^t  be  coiA?ined  wifrJi 
an  examination  of  local  plans  for  coimunity  growtii  and  help  students 
in  their  considerations  of  career  choice, 

Managemint--Labor  Ralatlons 

student  need  some  understanding  of  the  histo^  and  present  status 
of  organized  labor  and  management  relations.     It  Is  inportant  diat 
they  ukderstand  that  the^  labor  imions  in  the  United  States  were 
often  ^i^^d  to  fi^ht  for  acceptance  by  management  groups.     In  the 
19th 'Md  20tui  Venturiaa  "this  fighting  resulted  in  bloodshed  on, 
both  sides.     Today  miiorts  play  a  crucial  role  in  many  segmerts  of 
the  economy  and  are  SOTS'^imes  brought  into  decision  making  sessions 
along  witii  management*    Students  should  ymderstand  that  big  business 
and  big  unions  play  significMit  roles  in  tiie  American  way  of  life  now> 
yet  only  a  mnority  of  the  labor  force  enjoys  union  representation. 
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CURI^rcULUM  5  INSTRUCTION 


OfgarrKational  Structure  and  the  Individual 

Fo^studenta  to  mderstand  the  intact  of  organizations  on  their 
rolas  as  ,:urkars  it  is  in^rtant  that  they  axamina  the  hierarchical 
nature  of  bieinass  Organizations.     Iliay  should  be  able  to  identify, 
the  task  rolas  and  saa  the  potential  for  efficiency  and  inefficiency 
in  the  structure  of  organizations-     Studants  should  be  able  to 
assess  the  effect  of  org^izational  structure  on  individuality, 

Studants  also  need  to  identify  their  oth  tentativa  desires  for 
ad^?'anceinent  and  hw  those  wishes  may  be  obstructed  by  organizational 
hurdles.     It  is  ii^Drtant  to  consider  how  having  values  that  differ 
from  ail  en^loyer's  m±^t  impact  advanceTOnt  in  an  organiEation..  It 
is  necessary  for  students  to  deteCTdne  what  credentials ^  e^^erience 
»         and/or  training ^^are  required  for  advancement  in  different 
crgani nations . 

\        Students  should  also  analyze  in  relation  to  organizational  structure 
"^he  career  demands  that  can  be  made  on  their  personal  lives,  Ihey 
should  deal  with  the  fact  tiiat  the  central  point  of  TOst  people -s 
ivee  is  their  work/  in  and  out  of  toe  home.    However,  this  is  not. 
^11  there  is  to  leading  a  full  life/    In  too  irany  cases  a  worker's 
personal  life  and  job  are  in  conflict*  ^ Things  like  more ^ pay  versus 
leisure  time^  work  in  the  city  vers?     living  in  the  siisurbs  or 
country  and  wnrk  tensions  brou^t  faitLily  life  a^m  a.lil  demands 

put  on  workers'  personal  lives.     3L  Mntm  need  to  consider  in 
choosing  a  carser  tte  various  ways  in  which  a  particular  job  will 
ii^inga  on  or  fulfill  one's  personal  life. 

Job  Discrimination 

Students  should  look  at  how  discrimination,  both  past  and  present, 
impacts  many  of  the  economic  problems  that  workers  face  today. 
Even  tliough  there  may  be  clear  differences  in  the  qualifications  of 
the  applicants,  thesa  differences  My  be  caused  by  a  lack  of 
training  opportimity  based  on  sexual  or  racial  discrimination. 
Starting  with  equal  education        not  necessarily  enough  becaiisa  a 
great  nimtoer  of  adults  with  a  full  work  life  ahead  of  them  are 
stuck  wito  the  problfe^ni  and  no  great  diance  of  success*  Students 
should  be  able  to  recognize  instances  of  discrimination,  know  where 
it  comes  from  and  ways  to  deal  with  it"botti  in  theraelves  ani  in 
their  environment* 
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Career  .Goals  and  Strategies 

Students  should  consider   diat^  although  the  n»re  highly  specialized 
worker  is  a  key  part  of  the  Americar  econony,  too  much  specialization 
creates  problems  for  the  individual  worker  and  th€:  econony*     la  coming 
an  "e^ert"  in  one  particular  area  is  often  economically  rewar'ling 


1  ^VJ 


Employer  Seminars   (Item  5) 


but  cari  be  risky  if  demand  for  that  job  or  skill  should  charige. 
Any  strategy  for  achieving  future  career  goals  must  take  acrount 
of  this  basic  problem* 

concepts  of  employnient^  underen^loyment  and  unenploynent  are 
also  inportant  to  thiiyc  i^out  in  relation  to  potential  career 
choices*    The  kay  distinction  here  is  between  underen^loyment  and 
imemployMnt.     How  can  you  tell  if  a  person  or  a  machine  is  not 
being  used  to  its  full  potential?    Does  holding  any  job  mean  a 
person  is  employed? 

Students  should  be  able  to  outline  strategies  toward  achieving  their 
tentative  caroe^goals ,  including  strategies  to  impzovm  skills  and 
.«J.leid.ate  knowledge  deficiencies.    Soto  of  toe  strategies  for 
realizing  career  gMls  should  include  knowladge  of  how  to  look  for 
a  job  and  how  to  apply  for  a  position  once  it  has  bean  identified. 
Students  should  gain  infotTnation  about  technicalities  like  how  to 
prepare  for  a  successful  job  intermew  and  write  an  effective 
resuM* 


s 
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CURRICULUM  &  INSTRUCTION 


Identify  spaakers  and  plan  each  seminar 


IDENTIFYING  SPEAKER 

Spaakers  should  ba  identified  as  much  as  poosihle  through  the  local 
cQmmunity.  )thi%  can  ba  dona  in  a  variety  of  ways  ranging  from 
volun tears  who  hear  the  program  administrator  spaak  at  a  Kiwanis 
or  Rotary  Club  maeting  to  personal  con tacts  made  by  staff  or 
raconnniendad  by  students*     Speakers  m^j  also  be  mei^a^  of  the 
program  advisory  or  guvejming  groups  and/or  the  amployer  network, 
^eir  familiarity  with  the  program  will  help  them  to  understand  mid 
work  with  both  the  sbudants  and  the  EBCT)  philosophy.     It  is 
in^rtant  to  contact  spaakers  as  early  aa  possible  £o  give  them 
time  to  arrange  their  schedulas,  prepare  their  thoughts  and  help 
plan  txie  seminars  J 

Keep  inj  mind  again  the  importance  of  speakers  being  representative 
o£  many  dif  feraRt_ppints..=o£_vlaw.  .to  nlan  seminara^jadjth.  aevaral 

spe^ars  *    While  much  of  tlve  content  will  be  factual,  different 
people's  ei^eriances  will  load  them  to  en^hasi^e  different  aspects 
of  a  topic* 

For  ejcample*  a  senunar  on  the  changing  woric  ethic  might  include 
several  retired  people ^  a  blue  collar  worker ^  a  management  person 
and  several  students  who  discuss  the  different  ways  in  which  they 
see  the  nature  of  work  in  America,     For  the  saM  topic  you  might 
Invite  two  business  executives  from  companies  with  markedly 
diffarant  policies  and  philosophical  orientationE  to  discuss  how 
each  sees  the  work  ethic  in  America="both  personally  and-^-rom  the 
points  cf  view  of  their  respective  companies. 


PLANNING  SEMINARS 


It  is  a  good  idaa^  to  rough  out  at  the  beginning  of  the  year  bo^  the 
topics  and  general  forncats  for  all  the  seminars  you  intend  to  ha/e 
that  year.     A  possible  planning  sequence  could  be  hb  follows i 

1,     Before  the  year  begins,  meet  with  staff  and 

representatives  from  the  coimnunity  and  students  to  * 
select  topics^and  gither  ideas  for  their 
presentation.     You  might  find  some  of  your  planners 
can  also  be  speakers. 
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Employer  Seminars  (Item  6) 


2.     Develop  a  s^adule  for  the  seminars  ana  identify 
apertars  by  th,e  fir&t  weeksi  of  school, 

3^     Sa'^ral  waaks  befora  thm  sendnar  is  scJieduled,  meat 
with  speakers,  staff  and  soma  students  to  plan  the 
spacific  foiTnat  and  needed  support  materials. 


GENERAL    FORMA .    CONS  I DERATI ONS 


Senunars  should  average  one  or  two  hours  in  lang'ih  and  be  cond^r^cad 
in  a  relaxed  manner  conducive  to  the  free  exchange  of  ideas*  Th^rr 
can  be  held  in  the  commons  area  of  the  learning  center,  or,  when 
it  is  possible  and  appropriate  to'  the  subject  matter,  held  outside^" 
at  employer  sites  and  other  places  in  the  coitiiiunlty  where  thm 
reality  of  the  environMnt  might  contribute  to  the  effectiveness  of 
the  semnar- 

Each  seminar  is  held  once  but  can  be  videotaped  for  future 
reference.     Staff  should  all  try  to  be  there— seminars  *^an  help 
them  learn  more  about  careers  and  the  working  world  tool 

Presentations  #  while  utilising  the  prima^  deT^ce  of  the  large 
group  gatliering,  can  also  employ  a  variety  of  techniques  designed 
to  involve  each  student  more  personally  in  '  le  inforination  sharing. 
Various  seminars  might  include  leatares ,  panel  discussions  and 
simulation  gaffles  involving  stud^niis  in  %'mall  group  role-play 
situations.    Presentations  should  ba  fjAlQWQd  by  question-^d- 
Miswer  sessions  during  which  sitiidftnts  a-ru  encouraged  t- .    pen  up 
with  employers  and  challenge  any  yoin^-^*     1th  which  they  may  disagree. 


EXAMPLES    OF    FOUR    EMPLOYIR  SEMINARS 


Following  are  sumaries  of  seva:  il  aniployer  L-:amir.ars  held  at  the 
/figard  EBCE  learning  center*     We  offer  ttam  here  to  illustrstt  soma 
of  tl^ia  ways  in  which  seminars  might  be  presented* 

"Finding  A  Job" 

-^pe^ers  were  two  perso.inGl  managers  from  i^^^jci  industt 
the  local  conffltmity, 

Fognat I    Stiidents  were  divided  into  two  groups;  each  personnei 
manager  gave  his  or  her  presentation  to  one  group*     Afterwards  this 
groups  joined  with  both  speakers  and  staff  to  discus^/  the.  diffnrent 
points  of ,  view  that  c^jme  out  during  the  presentations. 


CURRlCULLm  S  INSTRUCTION 


Con  tent  J  spencers  discussed  tha  techniques  and  £3rocedures  in 

applying  for  a  job  ^  errphasizing  ii^ortance  of  advance  p]^:^rjning 

in  applying  for  a  job  and  the  fact  that  a  job  candidate  must 
actually  sell  an  employer  on  his  or  her  skills  and  ^asefulness, 
"^ey  gave  varions  tips  on  job  hmitingf  preparing  for  a  specific  job 
interview^  conduct  during  a  job  interviaw  and  filling  out  application 
f  oiins , 

"Economi  cs " 

The  speaker  v*as  an  economics  professor  from  a  state  college. 

Format  I    Students  assentolad  in  a  large  group  wito  the  speaker 
presenting  backgroimd  material  and  defining  terias*     Students  then 
divided  into  suiall  groups  to  act  out  the  roles  of  nine  sectors 
involved  in  one  aspect  of  the  econon^ ,     They  concluded  with  a  large 
group  discussion  o£  how  the  economic  se*  'tors  interacted* 

Handouts  included  a  diagram  of  ^e  nine  sectors  involved  in  or 
affected  by  the  oil  ind^jstry— foreign  producers,  domestic  producers, 
service  stations  /  general  industry.,  auto  '  nduBtry  i  cons^^ers  and 
workers,  government^  alternative  ener^  sou    .es .  environmentalists" 
and  qui^st:ionn  to  answer  in  discussing  the  relationships  of  these 
sectorfi  to  eadi  other. 

Content:     Bie  speaker  lased  the  oil/er  srgy     ^  /is  as  an  example  of 
the  way  economic  affects  everyday  life*     f'i   >agan  wito  u  brief 
introduction  to  basic  economc  concepts,  r  -     ^ined  the  theoretical 
basis  of  tae  free  market  system  and  then  d    uossed  the  realities 
of  the  "fr^Je  narket"  in  the  world  today.     He  used  the  flow  of  goods 
and  services  in  the  oil  rndustry  to  illustrata  his  points  and  had 
students  break  into  nine  groins  representing  the  various  sectors  of 
the  economy  involved  in  or  affected  by  the  oil  industry.     There  v 
individual  group  and  concluding  total  group  discussions  of.  how  aauh 
sojctor  affect^j  the  others*     (The  spe^er  later  indicated  tnat  this 
role-'playing  technique,  which  he  uses  with  his  college  atudent-**  is 
more  affective  when  spread  over  several  days,) 

"The  Changing  Work  Ethic"  ^ 

The  spe^ers  were  a  pe^onnel  di rector  from  a  nearby  eientron^  cs 
firm  and  the  vice  president  of  a  ^najor  wood  products  corporation, 

Fomati,     The  seminar  began  with  a?  full  group  meeting  and  opening 
statements  by  tlm  speakers  on  work  ethics,  values  and  attitudes. 
Students  ajid  staf f/spe^ers  then  broke  into  small  gt'oups  for 
discussion  of  questions  generated  by  ^e  larg^  group  presentation. 
They  concluded  with  a  large  group  discussion  c^f  queotions  and 
israes. 


Employer  Smmln&rs  (Item  6) 


Handouts  conaiated  of  leading  questions  relatad  to  the  topic  and  an 
introductory  stateMnt  to  the  subject  that  undarscored  some  of  ^le 
speakers'  points  relating  to  increased  employar  awarenass  of  employee 
neads  and         fact  that  employees  are  bacomng  battar  educated,  less 
inooma^orianted  and  nwra  concerned  witt  taking  an  active  part  in 
managing  what  happens  to  them* 

CQntent I     The  first  speaker  based  his  prasentation  on  the  nption 
thmt  work  is  synonymoi^  with  survival^^aithar  you  are  living  on 
today's  work  or  you  are      ving  on  sa^ngs  or  your  own  (past  work) 
or  you  are  living  on  sc.^.:wody  else's  work*     'nia  seMnd  man  advanced 
the  premise  that  the  ecnnomics  part  of  indi^try  is  still  a  fairly 
siif^la  i;laa^--it  takes  a  lot  of  goods  and  services  to  support  a 
society  and  virtually  all  of  this  generated ^  provided  and  delivared 
through  paopla  working  and  mirning  a  sala^* 

Both  men  s  trass  ed  thm  need  for  people  to  find  work  Uiat  they  an  joy 
doing  eind  the  in^ortancs  of  the  seardiin^  process  that  people  go 
thrcugh  prior  to  deciding  what  work  thay/w^t  to  do.    ^ay  also 
introduced  the  relationship  baWaen  ttie /economic  system  and  the 
political  system  and  the  direct  haaring  this  ralatienship  has  on 
the  work  ethic  of  a  given  society.    Students  were  especially 
conc  jmed  with  the  issues  of  finding  work  that  is  personally 
satisfying  and  what-  en^loyr^^s  are  doing  or  can  do  to  help  amployaas 
feel  in^ort^nt,  valuably,  and  satisfied  wi^  their  work.     In  closing, 
both  spMkers?  pointed  out  the  interdapandencias  of  employees  and 
employers  whether  the  business  is  laroe  or  small. 


"Job  Discrimination" 

The  speakers  were  a  personn'il  manager^  su^  irsurahce  agient/  a  job 
developer  for  tiie  ^Greatnr  Portland  urban  League  and  a  rapresentative 
^rom  the  Bureau  of  Indi«i  Affairs. 

Format i    Staff  msnbera  led  thirty^ndnuta  small  group  discuss ions  and 
used  handout;  sheets  of  pr^^. ared  stateinenis  and  questions  to 
stimulatri  >*£udent  e^qprassion  of  feelings  and  attitudes  related  to 
prejudice.     The  seminar  concluded  with  a  thirty^mAnute  large  group 
discussion  of  the  information  amanatin^  from  r:ht:  SMil  groins  and 
presentation  by  a  panel  of  pebplfe  frpm  the  business  conrouni,ty. 

Hjl^dojut^  included  chscklist,^  fo^  inr'i^dual  "yas/n^''  and  ^'mgree/ 

agree"  agression  of  at ti tildes  and  opinions  related  to 
discriHidnanior!  %nd  a  casfe  stuiSy  inwlving  a  rQal  estate  agont  and 
a  iwLddle-^class  bl^ck  family. 

Content /    \fte  student  coordinator  lad  the  large  group  dircussinn,  = 
which  fentur '^n  brief  presentations  by  the?  four  nue^t  spe^saz^  on 
their  ^^eriencas  >?ith  discf imnatian  in  job  aituaticns^  mithitr 
personal  or  as  r^^flected  in  wonpany  policy  ^nd  leg*sil  provisions. 
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The  personnel  manager  dealt  with  thfi  subject  of  discrimination  from 
the  employer's  point  of  viewi  the  insurance  agent  discussed  seK 
discrimination  from  her  own  personal  experiences  as  a  professional 
woman.     The  job  developer  shared  not  only  his  personal  es^eriences 
winh  discrimination  bu^  also  the  kinds  of  problems  he  tries  to  solve 
for  others  as  job  developer  for  the  Urban  Laague.     The  person  from 
the  Bureau  of  Indian  Affairs  discussed  discrimination  as  an 
acknowledged  practice  of  her  agency,  which  hirds  only  people  vdth 
some  Indian  heritage  because  it  believes  "Indians  worx  best  with 
Indians, " 


Specify  dates  on  program  calendar  for  reminding  speakers^ 
staff  and  students 


Try  to  select  at  least  the  ^trst  several  topics  for  seminars  early 
in  the  year  and  place  their     ates  and  subjects  op  the  school 
calendar.     This  will  give  staff  and  speakers  enough  lead  time  to 
plan  the  presentations  and  arrange  their  personal  schedules. 
Seminar  dates  can  be  listed  in  the  Student  Handbook  and  included  in 
schocl  year  action  gones  as  well  so  that  students  can  know  to  plan 
tlieir  other  leaiTiing  activities  around  seminar  times* 


Orient  studeni.a  to  seminar  purposes 


Introduce  stadents  to  seminar  purpose,  .  during  their  orientation 
to  the  pro^-fram.     P  ^  sure  to  explain  how  seminar  topics  can  r  late 
to  project  and  ^lite  activities   (see  Iteni  10)  .     Stress  *  Iso  t,,a 
impci w       i  of  their  planning  ^heir  o^m  time  so  that  t\   /  don't  miss 

might  wisji  to  review  th^  purposes  given  in 


any  3s TS,  V 
Item  1  and  at   :he  oeginnrng  of  this  section  vhen  plan'^ing  your 
CiTitintatiQn.     {Far  gmnmzMl  ptogrAm  Qrl&ntMtlon,  see  *''Pto^jr^M 
Entry / S:fA  t/'  ^tr^dent^  ^wyi ^±  '^f  27^3?^ ) 
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Conducting  Employer  Seminars 


Orient  and  aesist  saminar  speaxers 


This  task  is  fairly  self-evidant .     The  degree  to  whidi  a  speaker 
will  need  to  be  orianted  to  the  program  depends  on  how  much  he  or 
she  is  alraa^  familiar  with  it~for  eKamplet  an  employer  instructor 
will  need  littla  general  oriantation  and  time  can  be  spent  mora  on 
insuring  that  he  or  she  understands  what  is  expected  of  the  seminar 
presentation  itself.     Others  less  familiar  with  the  program  may 
naad  to  know  mora  about  its  goals  and  philosophy.  Usually 
orientation  will  oons^^it  of  a  brief  infoCTial  discussion  with  the 
speaker  about  tea  progrM  in  general  and  about  topic  particulars 
that  might  be  emphasized^ 

Wiienevar  possible ^  encourage  spe^ers  to  plan  their  ow.i 
presentations*     ^e  employer  sendnar  is  a  "dose  of  reality"  and 
should  not  be  prejudiced  by  excessive  staff  interference*  Thus 
TOst  of  our  assistance  takes  the  fonn  of  helping  speakers  "warm-up" 
ahead  of  time  if  they  feel  thay  need  to  do  so^  listening  to  their 
ideas  and  suggesting  possible  method  of  presenting  them.  Staff 
should  also  assist  speakera  by  obtaining  audiovisual  equipment 
and  preparing  handouts  they  need  to  m^e  their  presentations. 


1  /  ij 
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Conduct  seminars  and  incorporate  them  iLto  subsequent 
learning  plans 


CONDUCTING  SEMINARS 

Kemenfear  in  conduating  seminars  that  their  main  purpose  is  discussion 
of  important  Career  Development  topics.     In  addition  to  tte 
presentation  of  f acts ^  each  seminar  should  in  some  way  provide  for 
students,  staff  and  speakers  to  exchanfe  views #  test  opinions,  ask 
questions  md  bo  fortii.     ttiis  can  be  handled  through  ^mall  or  large 
group  qt^sti  on  ^answer  sessions  or  in  small  group  workshops. 
Workshops  are  particularly  ijseful  because  ttey  can  be  designed  to 
involve  students  more  actLwly  in  developing  tiieir  own  responses  to 
issues  and  solutio   ^  for  problems . 

How  you  conduct  seminars  will  be  largely  determined  by  your  speakers. 
Some  will  be  comfortable  w:  th  taking  thm  lead  in  both  presenting 
infennation  and  deciding  hew  best  to  handle  discussing  that 
information.     Others  may  be  less  comfortable  with  groups  and  might 
prefer  to  have  staff  m^age  the  forMlities  of  the  presantation  wit^ 
die  spacers  serving  as  resource  people— for  instance,  as  members  of 
a  panel.    Staff  should  be  alert  to  variations  in  personal  style 
aiTK^ng  speakers  and  give  support  as  necessa^.     Seminars  are  supposed 
to  be  a  frea  exchange  of  ideas,  hut  don't  forget  that  sometimes 
people's  shyness  will  inliibit  the  flow  of  discussion.    Ask  questions 
at  the  right  time.     To  help  clarify  issues,  try  paraphrasing  speaker 
comments  or  student  questions.     In  shorty  be  sensitive  to  the 
dynamics  of  group  interaction  as  well  as  to  the  content  of  the 
seminars , 


INVOLVING  STUDENTS 

Following  are  ways  in  which  employer  seminar  a.!^eriences  might  be 
integrated  v;itii  the  student's  other  program  work. 

Prior  to  seminar,  ichere  are  several  things  in  which  students  might 
be  involvedi 

1,  Study  questions  and  a  list  of  background  reading  for 
students  can  be  prepared  by  speaker^  S'uudent  or  i  taff 
member, 

2,  Ihe  topic  car,  ba  discussed  in  a  group  meeting 
iimnediately  prior  to  the  seminar  so  students  will  be 
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prepaid  with  some  background  informatiQn^ 
Prefer^ly,  a  panel  of  students  should  prepara  for 
and  lead  these  meetings , 

3,     la^  student  can  be  asked  to  bring  to  the  seminar  at 
least  one  written  qi^stion  relevant  to  the  issue. 

After  the  seminar,  if  there  is  sufficient  tnterest,  staff  can  have 
a  fcllowup  disciission  or  group  activity  relevant  to  the  issue. 
Learning  managers  can  ask  students  to  apply  toe  issues  to  their 
current  employer  sites  Sy  way  of  negotiated  project  activities. 
In  addition,  you  should  encourage  students  to  use  their  journals 
to  record  their  toounhts  about  seminar  issues.    Ask  them  to  look 
more  closely  at  thei^  euiployer  site  experiences  in  the  lignt  of 
information  gained  from  seminars . 


Seminar  activities  can  be  worked  into  projects  in  several  ways. 
Ihe  following  options  might  be  considered i 

1.     preparation  of  di.       ^ion  questions  and  reading  list 
for  a  semnar 


2*     informed  participation  in  small  group  discussions 
held  a  few  days  after  the  seminar 

3.     leading  a  group  discussion  (possibly  for  credit  in 
both  functional  citigen.^hip  and  peraonal-social 
development  projec  '  adciid.ties) 

4^    meeting  speakers  ^en  they  arrive,  intruducing  ttiem 
to  the  group  and  sending  a  foilowup  thank'-you  letter 
(TOuld  be  a  personal/social  development  activity) 

5.  devising  and/or  leading  a  followup  activity 

6.  es^laining  how  the  issue  relates  to  an  employer  site 
(cot^d  be  either  a  project  activity  or  a  journal 
entry) 

7.  recordinqr  questions  raised  by  students  at  a  seminar 
and  hew  they  were  answered  (could  be  part  of  a  critical 
thinking  project  or  a  personal/social  development 
activity  foct^a^g  both  on  content  and  process  of 
seminars} 


/ 
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Debrief  with  staff  speaJ^ers  to  svaluate  seminar 
presantations 


Implementing  employer  seminars  will  be  an  ongoing  learning 
a^^rienca  for  staff/  cosmimity  p^lople  and  students  alike*  It 
is  a  good  idea  to  build  into  yo^  planning  s^edule  some  fom  of 
dabriafing  after  aa^i  seminar.     Thim  can  take  placa  over  lunch  at 
the  learning  center  or  entail  a  more  foraal  evening  meeting, 
depending  on  your  needs. 

Invite  several  students  to  participate  witii  you  in  debriefing* 
Biey  will  be  able  to  help  you  ascertain  which  Mthoda  and  concepts 
woriced  with  students  and  whic^  ones  did  not.     You  can  also  siamariza 
the  results  of  the  d^riefing  in  a  memo  to  the  rest  of  your  staff 
for  use  in  planning  subsequent  seMnars. 


Monitor  student  attendance  and  apply  accountability 
consequences  as  nect^jsary 


If  you  agree  that  samnar  attendance  should  be  mandatory  (see 
Item  3)  ,   then  you  should- have  some  method  of  checking  that  all 
students  coma  to  aa^  seminar.     It  is  also  a  qood  idea  to  decide 
ahead  of  time  what  kin&  of  consequences  your  staff  wishes  to 
apply  to  students  who  fail  to  attends    While  each  qase  should  be 
negotiated  individually /  you  can  better  insure  Qqui table  treatment 
to  ari  students  if  you  have  some  general  consensus  in  advance  as 
to  courses  o.  action  ttat  might  be  taken.  1 

! 

i 

1 

Initiate  t:hank  -yt  a  letter  and/or  other  types  of  response 
to  conc3.ude  thm  seminar  speaker's  involveirint 


1 
1 

Ihis  step  is  straightforward.     It  is  gjod  pt^lic  relations  to 
follow  up  on  a  community  person's  volunteer  efforts  by  sending  a 
letter  sisttna rising  your  appreciation  and  it^ing  coimnents  about  how 
you  saw  the  presentation.    Also,   *:he  debriefing  se^^^ion  followint/ 
each  seminar  can  help  achieve  a  similar  res  alt  (see  Item  11)  . 
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LEARNING  RESOURCES 


People^  placas  and  materials  in  the  coOTiimity  itself  forin 
the  major  portion  of  learning  rasourGes  IBCT  students  use 
to  complete  their  individual  learning  plans.  Supplementary' 
materials  and  detailed  reference  files  of  avail^le 
commimity  resources  are  kept  at  the  program -a  learning 
center  * 


THE  EBCE  APPROACH  TO  LEARNING  RESOURCES 

1-     reinforcea  cowmunity-baaed  learning  by  encouraging  students  to 
recognize  and  use  the  learning  potential  of  conmunity  and 
employer  siteg  ' 

2.     provides  for  continual  idrntlfication  and/or  acqmsition  of 
human  and  material  resour        co  support  individual  student 
learning  plans 

3*     dewlops  an  effective  system  for  referencing  available 

resources  both  at  the  EBffl  learning  center  and  throughout 
the  comsiuni 

ASSUMPTIONS  ABOUT  LEARNING  RESOURCES 

Learning  is  a  lifetime  process  tiiat  involves  the  total  person  and 
all  of  his  or  her  experiences  i  students  shoiild  be  able  to  use  tiieir 
entire  community  as  a  pool^of  resources  for  achieving  learning 
goals  at  any  tijaie  in  life. 

Using  the  commimity  as  a  resource  for  their  educational  programs 
can  help  students  better  see  the  relevan'^  of  their  learning  in 
terms  of  realistic  roles,  situations  and, people  typical  of  that 
communi  ty  * 

Ihere  are  many  people  in  the  comimiity  who  are  willing  to  invest 
time  and  ener^  to  help  students*    Witt  the  support  of  EBCE 
leaning  strategies,  ^ese  people  can  employ  an  interdisciplinary 
approach  and  capitalize  on  eadi  student's  interests  and  long-range 
goals  *  . 

Use  of  existing  conmiunity  resources  can  be  rnore  cost-effective  tiian 
purchasing  resources  separately  for  institutional  pu^Qses. 
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THE  PEOPLE  INVOLVED 

Cogmunity  resourca  people  are  anyone  in  the  comiunity  who  irdght 
be  contacted  by  students  or  staff  to  help  meet  individual  student 
learning  need^. 

Employ ar  instructors  and  corgpetency  certifiers  are  menibers  of  the 
community  wto  have  offered  to  work  as  human  resources  students  can 
use  in  completinf  specific  program  activities. 

learning  resource  specialist  (LBS)  is  responsible  for 
coordinating  the  mm  of  learning  resources  by  referencing  availdsla 
conmuniq^  .jresources ,  Mintaining  basic  materials  at  the  learning 
center  and  helping  students  and  staff  locate  specific  people, 
places  and  things  that  match  tlieir  individual  neecto. 

The  employer  relations  specialist  (Em)  facilitates  student  use  of 
resources  in  the  EBffl  en^loyer  site  network  and  helps  the  LRS  keep 
up-^to-data  references  on  resources  avail^le  in  toe  community. 

Otoer  staff  and  program-related  adults  also  m^e  suggestions  about 
resources  they  discover  that  will  contribute  to  student  learning 
objectives.     Students  are  encouraged  to  understand  the  SBCT  approach 
to  resources  smd  to  alert  the  LRS  to  any  potentially  useful  materials  ,^ 
sites  or  people  they  encounter  in  the  conmuni^. 

LEARNING  RESOURCES  AND  THE  EBCE  PROGRAM 

All  EBCT  learning  strategies  require  that  students  initiate  and 
follow  through  on  locating  and  using  the  resources  necessary  to 
achieve  their  individual  learning  goals.     Thim  section  focuses  on 
what  staff  mmt  do  to  m^e  sure  that  there  are  resources  available 
to  match  individual  learning  needs  and  thmt  students  miderstand  how 
to  access  those  resources  ^ 

Also  detailed  hare  are  learning  center  files  and  procedures  that 
can  support  student  use  of  consnunity  resources*    We  do  not  attempt 
to  delineate  at  any  great  length  tte  enormous  variety  of  potential 
resources  that  can  be  found  in  your  comnmity*     For  excellent 
examples  of  ho^^  people  *  places  Md  happenings  in  the  consiunity  can 
serve  learning  purposes  we  refer  you  to  The  YbIIow  Pages  of  Lmarning 
Resources  by  Wunnan   (sea  Appendix  F)  . 

Student  use  of  thm  community  as  a  resource  also  depends  greatly  on 
toe  network  of  EBCT  learning  sites,  the  recruitment,  development 
and  use  of  which  are  discussed  in  the  han&Mk  on  EmplQyeg/COTtmmity 
sources. 
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Steps  to  Follow 

ESTABLISHING  A  FRAMEWORK  page 

m Consider  influanca  of  EBCT  CQncapts  on  nature  and  ^gj^ 
location  of  learning  rasourcos 

S Agree  on  basic  reEources  for  completing  learning 
activities  ^ 


activities 

Identify  staff  to  oversee  learning  resoiirce  uses 
and  procedures 

Specify  purpoaea  of  learning  center  and  allocate 
spaces  for  people  and  materials 

Orient  atudenta  to  access  and  use  of  learning 
resources 


GATHERING  RESOURCES 


Select  and  file  basic  materiala  to  be  kept  at  the 
<  learning  center 

Identify  potantial  resoiircea  studen-ts  ray  use  at 
EBCT  employer  sites  ^ 


10 


Organize  inventories  of  all  resources  external  to 
learning  center 

Provide  for  au^ovisual  and  other  supportive 
equippant 


11 


12 


13     Evaluate^  -  of  learning  resource^ 
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491 


494 


Identify  potential  comiunity  resources  in  addition 
to  those  at  e^loyer  sites 


503 


505 


Identify  and  maintain  coTOnunication  wito  tutors  503 

Identify  and  coordinate  competency  certifiers 
Md  resourcp^ 
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Establishing  a  Framework 


Consider  influence  of  EBCE  concepts  on  nature  and 
location  of  learning  resourcas 


SBCE  concepts  suggest  that  the  day-to-^day  life  of  a  community  c^ 
offer  students  a  coff^rehensive  set  of  individualized  learning 
experiences.     AccoriLngly,  EBCT  enploys  a  broader  than  usual 
def initio  of  learning  resources.     Since  all  "everyday*'  situations 

be  tapped  for  learning  purrposesr  learning  resources  are  defined 
-as  mxY  materials  ei^loyed  in  a  student's  learning  process.  The 
number  and  kinds  of  instructional  materials  and  hmnan  resources 
used  in  student  learning  activities  are  theoretically  infinite  and 
may  be  located  anywhere  in  the  "commiinity  classroom."     Following  is 
a  brief  sussnary  of  basic  EBCE  concepts  that  impact  learning 
r e source s- 

^ihe  coimnmity  is  the  classrooms    Learning  is  not  confined  to  any 
one  location;  instructional  materials  must  include  people, 
equipment  and  facilities  at  a  wide  range  of  eKf^royer  and  coimnunity 
sites. 

Instruction  is  individualized:     Instruction  is  tailored  to  the 
needs ^  interests  and  learning  styles  of  each  student.  Multimedia 
resources  supporting  this  approach  must  be  flexible  and  responsive 
to  student  needs. 

Students  learn  by  doing;     Since  students  are  encouraged  to  leam 
actively  rather  tii^  passively^  nmny  resources  are  referenced  at 
the  learning  center  and  available  elsewhere,     in  addition  to 
textbooks  Mid  multimedia  materials,  EBCT  considers  tools,  equipment 
and  people  in  the  comnunity  to  be  learTiing  resources. 

The  curriculum  is  performance-based ;     Students  must  demonstrate 
levels  of  ability  in  a  variety  of  skill  and  knowledge  areas.  As 
students  challenge  their  o\m  co^etence  in  specific  ways,  they 
find  that  current^  comprehensive  information  qLvms  them  the 
direction  they  need  to  meet  their  own  learning  goal.^. 

Learning  is  integratadf     Students  learn  how  t-o  relate  knowledge  in 
conpatible  si:U3ject  areas  and  to  integrate  many  resources  into  their 
learning  projects. 
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Agrea  on  basic  resources  for  complsting  learning 
activities 


Learners  themselves  are  perhaps  the  richest  resource  available  to 
an  EBCB  program^     Each  individual's  experiences,  ideas ,  feelings 
and  attitudes  can  provide  data  for  identifying  and  solving  probleins* 
Situations  that  enable  staff  and  students  to  draw  on  their  own 
knowledge  and  to  recogniEe  and  draw  on  the  knowledge  of  others  are 
a  vital  part  of  the  learning  resources  considered  by  the  program* 
Use  of  resources  from  the  learning  center?  employer  sites  and 
cormiunity  should  confine  with  staff /student  interaction  to  enrich 
each  student's  EBCT  experiences. 

All  student  learning  activities  begin  with  a  meeting  between  the 
student  and  a  staff  member^  employer  instructor  or  community 
resource  person  to  determine  specific  tasks /  set  goals  and  identify 
resources  appropriate  to  the  activities. 

As  much  as  possible,  students  are  asked  to  identif%*  for  themselves 
the  resources  they  might  use.     ^ey  then  check  them  with  the  adult 
with  whom  the  activity  has  been  negotiated  and  take  the  initiative 
in  locating  and  using  the  resources.     ^is  is  true  particularly  for 
projects ,  competency  certification  and  toe  career  interest  research 
necessary  to  select  sites  for  exploration  levels.     At  the  same  titne^ 
all  staffr  particularly  the  learning  resource  specialist ?  stand 
ready  to  give  advice  and  to  make  .^ure  students  are  going  to  the 
right  places  as  they  practice  their  skills  at  finding  and  using  the 
things  they  need  to  achieve  their  goals. 

Ihe  chart  on  the  following  page  illustrates  the  activities  each 
student  performs  to  meet  program  requirements  in  each  curriculum 
content  area  and  suggests  resources  that  should  be  available. 
Si±>sequent  items  in  this  section  discuss  hw  resources  are 
identified  and  accessed  by  students. 


  -  --  —  —  -  ■^SS-REFERENCES   

ResoarcB  uses  ^ra     1      discusBed  AS  appropriatB  f<^i   Bsparatv  - 
le&rning  strt  Jie  preceding  sections  of  this  han^ook;  seu 

particularly          discuffslon  under  "Projects"  on  pages  258-263. 

Vou  wAy  Also  UL     the  index  At  the  mnd  of  this  hAn^ook  to  locate 
other  places  where  curriculum  ^ con  tent  areas  (components)  ^  activities 
and  resources  are  discussmd . 


'1:: 
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Learning  Resources  (Item  2} 


STUDE:^T  RESOURCE  USES 


C'JFRICULlyi  ^ONT£NT  AR£AS 

Li^'e  Skills 

-riti  sai  tninking 

FrQ]*jct   iw'tiVitL^ss  [two 

Smplyyer  L'#Nour^Ks 

Ctf^^Z  i  ve  dg     1  opme n  t 

Life  SkilLi  arp^) 

S^si^  r?iat€?ii3l^       1 1  g  y  s  ion  * 

si  ESS 

in  all  Li  f ^  Sk  i.  1 1  s        a  s  ^ 

Couf  §^ s  aE  Iscal  col  loges^'Hi^h 

Compe  ten       %    ( L  3 

through  '^1  siS  J<?s  >   ^  i th  t^J £  j ri ) 

iurvLval  skills? 

1' .3 f S 1  f  1  c4 1 i nr.   in  g s ch 

Camps  ten  ey  certifi&r§ 

CQSpeegney  Hiacetiais  file* 

Basic  Skills 

^3  J   w  -     ^  5=  It    i  C  i '  ^  £i    1  ri   B  d  ■  i.  1 J 

tfrtpidyyf  lite  resources 

Sk  i  L 1 5 

Carfariunitv  ri?ssurses  (fgr 

I Tidi  vi dual i  =  0  J  iS  1 1  vi  t  i ^ 

•dxainpl^i  libraries] 

sas i Q  sia te r i axs  Co ll^ction * 

(pFOQFAP^aed  ni^teffialg,  L'Ooks 

and  sEner  references  in  4li 

Ba^ic  Skills  area^) 

^Jtii^gfea    at                          i  as  tje  5/ n  i  >^n 

,-.  =  V,  ^  ^  5  ,  = 

Career  DeyelDDment 

Infonnatien   ibout       L  f 

CIS/SDS  materials  ar^d  eaapUEeif 

3#  1  £  - -ji  f #C ^^SLZ^iX    {  i3 DH  j 

^srtnin^l  * 

HxplsF^t Ion  Pd^k^Qo 

Sffip 1 oye  r  s  i  te  reso uree t 

Ejcpiaration  Package  file* 

Employef  relaEions  speeialiit 

f iiei* 

CosiBunity  resoursea  (far 

Has i  r          Is  s#  1  f  =  i--, ie aan^n  t  ii£ 

exasiple  i   Libfaries ) 

Basis  materials  eolleetion* 

;l R^-tf E'^nci'^^  Ir  1, 

(hooks  and  QEher  materials  ir 

10,   11,  12 

all  Caroet  DevelopmenE  arear 

Skill  buiidinfJ  le".^! 

Cempetenc"/  materials  file* 

.  ... 

CAtQmr  In f Of nvi t LOn  3y^ EofS 

Employer  Rite  resources 

' f     c   ■=«  k  1  L  J 

CommviniEy  fesoureei  (for 

e^antpie,  libraries,  hiqh 

Ernp  L^y^  f  ^c*FfiA  n  J  f 

Sasitr  Skills  work  at  ^mpl^yor 

rgariei  j 

CIS  materials  and  ^B^uter 

Ojnfpeteneitjg  11,  12 

terminal* 

ytudent  pref 1 le 

iasie  nk.L?jriali  eelleetiQn* 

Sp«?eial  cldiiSiiy 

Cssfjetene^'  materials  file* 

Skill  buildifig  Isvigl  e^qifefiehcQH 

Ujreef  InfertTHtinn  Sy.^tjm 

CTS/SDS  materials  and  cgp^uter 

S-j If ^Direesed  Search 

terminal* 

EiTipleyer  sit#  referencu 

Explgration  Package  file* 

fBaterialM 

Employer  site  E^sources 

ExploTatlpn  Package 

Commimity  regaurces  (for 

Learning  l^v#l  yicp#rt'^?n'^u3 

example ^   I ibraries) 

Skill  buAlding  level  ^xpefiBncrts 

Basic  materials  eoilection* 

Efnplfiygr  seminars 

*^>viil  ii^it-   it  e/j=j  i:hCr  I'^tifiinff  c&f<^ar  And  tixacuM^^'  !  l^t&r  in  this  s^fTti'^n^ 


483 


CURRICULUM  S  INSTRUCTION 


Idantify  staff  to  oversee  learning  resource  uses  and 
procedtires 


The  learning  resource  specialist  has  primary  responsibility  for 
leaming  resourcas  and  is  availabla  to  studants  who  need  help 
while  working  on  their  leaming  activitias.     As  students  progress 
through  the  proqrgm,  the  LRS  assists  them  in  the  following  waysi 

1*     Identifying  resources  for  the  learning  center:     Tne  LRS 
initially  identifies  sources  of  instructional  materials 
for  the  progrM,  selects  appropriate  materials  to  be 
housed  at  the  center  and  purchases  or  otherwise  obtains 
=   them  for  student  use. 

2  *    Locating  conmimity         ei^loyer  resources:    The  LRS 

maintains  files  of  particular  characteristics  and  types 
of  resources         people  at  en^loyer  sites, 

3,     Directing  students  to  resources:     Ihe  LRS  m^es  si^e  that 
students  can  find  their  mm  resources  ?  encouraging  them 
to  become  productive  searchers  by  foiroulating  their  n\v 
resource  needs  and  seeking  out  thair  own  materials  an 
tools,  both  in  -he  connnunity  and  at  the  center* 

4*     instruciinq  users:    The  LRS  instructs  students,  staff  and 
tutors  in  the  use  of  instructional  materials  and     7'  [iiQnt 
at  Uia  center,  devalops  equipment  roquo^-     forms,  / 
instruction  sheets  and  files  for  matej  i ^ La  and  acquaints 
students  with  thm  vmrn  of  available  equipment. 

5,  dalpinq  tutors:     The  LRS  monitors  and  aids  tutors 
recruited  from  thm  community  to  help  students  learn 
specific  skills,  coordinates  tutoring  activities/ 
surveys  and  inventories  the  pool  of  tutors  in  the 
commraity  and  provides  tutors  with  support  materials  and 
appr^riate  references, 

6.  Coorc^atinq  competencies :     The  LBS  coordinates  the 
activities  of  students  as  they  woi     toward  completion  of 
conpetancies,  maintains  materials  riles  ^rtlnent  to 
each  co^etenc^,  confers  with  studnn      working  on 
coi^etency  requiremnts  and  arranges  for  qualified 
people  in  the  conmunity  to  judge  students'  competency 
achieveMnt  (for  exa^le,  bank  personnel,  insurmce 
brokers,  driving  instructors). 


Learning  Rmsources  (Item  3} 


Given  EBCE's  emphasis  on  indivi'jual  responsibility,  it  is  prefer^le 
not  to  overtly  "police"  learning  cant^ir  and  equipment  uses,  (CE)^ 
has  foond  that  students  tend  to  monitor  themselves  in  this  respect- 
Since  tiiere  are  limited  resaurces  at  the  center^  most  of  which  are 
needed  by  all  students,  students  usually  track  down  needed  equipment 
or  materials  on  their  own,     Ihe         also  keeps  informal  track  of 
more  e^^ensive  and/or  frequently  used  Itens  such  as  tape  recorders 
and  cameras . 

All  staff  and  students  share  the  responsibility  for  being  alert  to 
new  resource  opportunities  toey  might  discover  in  ttie  course  of 
tiieir  program  work,    A  learning  ranager  and  student  might,  for 
ex£*mple,  conclude  that  a  reference  text  borrowed  from  a  local 
library  for  a  project  activity  could  easily  be  used  by  many  students 
working  on  similar  activities.     Ihey  could  ^en  notify  the  LRS  of 
the  text  and  its  usefulness*     ^e  LIS  may  choose  either  to  purchase 
the  text  as  an  iir^rtant  item  for  the  center's  basic  materials 
collection,  or  to  simply  note  its  usefulness  and  local  avail^ility 
on  a  card  in  the  center's  reference  files. 

Because  of  his  or  her  Mntinual  contact  wi^         rning  sites  in  the 
comiunity,  the  employer  relations  specialist  i    i  ^  more  explicit 
responsibility  for  learning  resources.     He  or  she  should  keep  tiie 
LBS  informed  as  to  toe  nature  and  type  of  materials,  people  and 
equipnient  at  each  location.     Ihe  EM  also  works  cl^^    -ly  wito  the 
IM  to  inside  that  students  are  making  good  use  of  the  resources  they 
encoimtar  in  the  consniinity. 


 CROSS-REFERENCES  

Job  d&sariptlons  of  thm  lemrning  resource  specialist ^  leMrnlng 
imnrnger  and  employmr  relations  specialist  appear  in  "Personnel  /' 
Managmnmnt  ^  Organization,  pages  52-54. 

Thm  role  played  by  the  £.:'pZoyar  relations  specialist  in 
identifying  site  resourcc:j  is  discussed  on  pages  494^498. 
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specify  purposes  of  learning  canter  and  allocate  space 
for  people  and  materials 


PURPOSES    OF    THE    LEARNING  CENTER 
Resource  Cinter 

The  EBC2:  learning  center  is  not  a  librae/ 1  it  should  contain  only 
the  minimum  n^terials  and  equipment  necessary  to  support  students 
making  the  tr^sition  from  classroom  experiences  to  "real  world" 
legLming  at  conmiimity  sites,     Ratoer  th^  atten^ting  to  build  i 
large  general  library  at  the  leajming  center,  the  learning 
resource  specialist  should  first  cQncentrate  on  locating  ar*d 
developing  reference  files  of  con^unity  resoitfces  that  may  supply 
students  with  needed  materials.     Then,  the  learning  center's 
basic  materials  col  lection  should  be  built  of  those  materials 
that  cannot  be  located  in  the  coimnunity  or  that  will  be  of 
continued  usef\^jiess  to  SBffi  prograjn  activities. 

^is  collection  should  cOTtainj  resources  in  each  of  the  program's 

curricul™  areas,  classified  and  stored  alphabetically  by  s^ject, 

title  and  author*  ! 

/ 
/ 

To  facilitate  studant  access  to  any  and  all  pertinent  instruntional 
materials,  several  types  of  eqi^pment   (exanples  run  the  range  from 
projectors  and  tape  recorders  to  a  conputer  terminal)  should  be 
housed  at  the  learning  center. 

Referral  Center 

A  major  portion  of  the  materials  needed  by  students  to  con^lete 
their  projects  and  other  learning  experiences  will  be  located  at 
en^loyer  BnA  concnt^ity  sites.    Many  of  ^ese  resources  are 
inventoried  at  the  learning  center,  but  the  center's  references 
are  by  no  means  con^rehensive*     It  would  be  impossible  to 
reference  all  the  useful  materials  available  to  students  at 
individual  eriployer  sites  or  in  the  area's  libraries,  public 

agencies  or  educational  institutions* 

{ 

All  progrMi  learning  activities  encourage  students  to  use  the 
conmunity  as  a  major  resource,  applying  search  skills  that  will 
be  helpful  throughout  their  lives*     Both  project  and  Exploration 
Package  activities,  for  example,  ask  students  to  locate  s^d  list 
avail^le  resources  that  will  help  them  develop  products  and 
en^le  them  to  ansviBr  questions  pertaining  to  a  specific  topic. 
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ALLOCATiNG    SPACE    AT    THE    LEARNING  CENTER 

As  a  clearinghouse  for  instructional  materials^  the  learning 
canter  should 

1.    offer  easy^  quick  access  to  materials 

2-     make  instructional  equipment  avail^le  to  both  staff  and 
students 

3*     house  instructional  materials  in  a  nonthreatening, 
nonbureaucratic  environiaent 


maintain  an  inhere  re cardkeeping  system  to  facilitate 
retrieval  and  use  of  pertinent  materials  by  staff. 


tutDrs,  J 

students 

and  otters 

F—  :          I  1 

L 

T  — i 

L  ..... 

I Program 
As  Si  i  tan t 


EAPNiSd    C^'iTER  COMMONS 


r~ 
I 

— 
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The  Contnons 

The   (CB)  2  Isarning  canter  cormnons  is  a  large  work/^tudy  area  that 
houses  most  learning  resources  kept  in  the  center.     The  cornrnons 
contains  tables  and  chairs  for  both  individual  and  grous 
activities.     It  also  includes  shel^  space  for  each  student  to 
store  belongings  and  a  telephone  message  rack  with  a  soace  for 
each  student.     The  LBS* m  desk  is  situated  in  the  heart  of  the 
area*     Surroimding  the  cormsons  are  tee  catalogs,  reference  tooks 
and  otter  instructional  materials  and  equipment  necessary  to 
support  the  EBffi  curriculum.     Housing  tb-a  co^uter  terminal  in  a 
separate  room  effectively  controls  noise  and  provides  additional 
space  for  quiet  study  when  the  tenninal  is  not  in  use.     Next  to 
the  co^uter  room  is  an  enclosure  designated  for  quiet  study* 

Infomality  is  the  keynote  of  the  learning  center  commons*  Floor 
sitting  ^d  quiet  conversation  should  have  a  place  in  this  area. 

Student  and  staff  needs  for  work  space  are  accominodaced.  EquipMnt 
permits  individual  use  whenever  possible ,  and  fcrrns  are  available 
for  students  to  check  out  both  the  media   (for  exan^le#   film*  tapes) 
and  the  equipnient  (for  example^   tape  recorders  *  cameras).  The 
learning  center  commons  is  designed  to  be  an  attractive  space, 
organized  for  easy  retrieval  of  media  and  able  to  accoimtttdate 
individual r  small  group  larger  group  usage  at  th&  same  time. 


'  CROSS'-REFERE^CES 


.A  deBcriptdon  of  the  (€E) ^  basic  materials  coXleatian  Is 
includad  on  pages  491^492  mid  in  Appendix  F  . 

Sea  pages  505'' 507  for  equipment  housed  at  the  learning  center^ 

The  uses  and  design  of  the  iBarnlng  center  are  also  discussed  in  .. 
"Business  Manage  ment Managermnt  ^  Organization,  pages  121-128. 
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Orlant  student's  to  access  and  usa  of  learning 


resources 


ProgrM  orientation  activities  at  toe  beginning  of  the  school  year 
shoiald  include* a  workshop  on  how  tu  use  learning  center  and 
communis  MSOMces.    So  students  can  beat  understand  the  logic 
of  I  the  EBCT  ^proaeh  to  rasourcas^  the  workshop  shoijdd  occur  after 
they , have  been  oriented  to  progKam  leaning  stoategies  Md 
requirements*. 

Orientation  should  stress  to  students  that  they  have  prima^ 
responsibility  for  initiating  toeir         use  of  resources,  ^e 
leaaming  resource  s^siilist  can  ej^lain  to  students  his  or  her 
role  in  EB<^,  show  thgm  where  loaterials  and  references  are 
located  at  the  learning  center  and  encourage  them  to  be  creative 
j.n  pursuing  resources  tiiat  meet  tiieir  Jji^vidual  needs,  Basic 
groundrules  for  using  and  refiling  learning  center  sbiterials  mght 
also  be  e^lained.  4 


ORIENTATION  /ACTIVITIES    FOR    LEARNING  RESOURCES 

a 

To  help  students  understand  and  begin  using  learning  cfenter 
resot^ces,  worksheet  acti^Hties  such  as  those  outlined  below  can 
be  used  as  part  of  orientation  workshops  * 

Finding  a  Tutor  or  Other  Special  In tirtst  Resource 

1,    Select  a  special  interest  of  yours, 

•^  2*    Go  to  the  tutor  file  and  look  for  the  n^e  of  soMone  who 
might  be  aible  to  help  you  follow  through  on  yoi^  interest. 

If  there  are  none  listed ,  check  the  coBmimity  college 
file  to  see  if  there  are  any  cliisses  you  might  take  in 
that  interest  arpa. 

Also  check  en^loyer  files  to  see  if  a  particulay  site 
might  have  perapnnel  or  materials  related  to  your 
interest  area,  - 


3, 


4, 
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Competency  Ctrtifi cation 

1*    Choose  a  co^etency.,  ' 

2*    Qo  to  the  files  and  list  several  resources  you  might  use 
to  prepare  for  certification. 

3,  °  Go  to  the_CBrtifier  file  and  write  down  the  nama  of  a 

Gertifier  in  that  area, 

4.  Estimate  how  long  it  will  take  you  to  read  the  materials 
and  prepare  for  certification.     Set  a  target  date  wito 
the  LRS, 

Researching  for  a  Project 

1.     Select  a  topic  you  would  like  to  use  for  a  project, 

2*    Go  to  the  card  catalog         find  a  resource  that  might 
help  you  on  your  project*  ' 

3*    find  that  resource  on  the  shelf* 

a.     Check  it  out  with  the  LRS  or  learning  aide, 
b*    Look  through  the  material  and  return  it  to  the 

cart.  ; 

4*     Use  the  file  cabinet  to  see  if  there  is  any  information 
in  the  filep  on  your  topic* 

5*    Use  the  Header's  Guid&  to  find  one  magazine  article  on 
.    your  topic.     See  if  the  center  has  the  magaaine  and  check 
it  out  if  you  can*  .1 


-  -  ^   CmSS-REFERENCES   ■   -   -        -  — 

Item  9f  pages  503-504  d&BCrlbes  l&arning  cBnter  files  mnd 
Appendix  F  gives  a  bibliography  of  th&  basic  mater ials  collectiQn* 

See  ''Program  Entry/Sxit/*  Student  Services ,  page  27-35,  for 
discussion  of  orientation  week  activitiBB  * 

Users  may  find  tha  display  on  pagm  483  And  the  sunmary  of  basic 
materials  on  page  492  helpful  in  designing  orientation  activities 
that  sjt^w  studmnts  how  resources  are  linked  to  specific  strategies 
and^program  requirements.  ' 
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Gathering  Resources 


Selact  and  file  basic  materials  to  be  kept  at  the 
learning  center 


BASIC   ^WTERIALS  COLLECTION 

The  learning  center  houses  a  limited  basic  materials  collection 
designed  to  support  student  learning.    These  materials  respond  to 
needs  of  students  and  staff  menders  that  cannot  be  answered 
readily  with  other  major  resources  (that  is,  from  e^loyer  sites 
or  other  conmunity  locations) , 

Prior  to  the  first  year  of  m)2,  an  extensive  search  identified 
instructional  materials  that  could  be  used  as  a  basic  collection. 
Most  of  ttie  resulting  materials  dealt  with  either  skill  level 
Informatipn  or  knowledge  considered  so  general  that  every  student 
m  the  program  would  need  to  confrortt  it  at  sotc  point  in  his  or 
her  learning  program.  ' 

Only  a  few  Instruetiegial  materials  were  purchased  initially,  witti 
a  concentration  on  items  that  would  assist  students  in  learning 
basic  natiiematics  tod  reading  skills.    Although  a  limited  nuntoer 
of  materials  to  si^port  the  Career  Development  and  Life  Skills 
co^nents  ware  also  selected,  the  major  portion  of  the  resources 
to  be  used  in  these  two  areas  were  identified  at  enployer/ 
comunity  sites.    Materials  were  added  as  students •  learning 
programs  developed  aid  as  specific  needs  became  evident. 

Multimedia  naterlals  in  the  (m) 2  collection  include  kits 
(several  different  media  in  one  package),  filmstrips,  8  nm  films, 
videotapes,  books,  pTOgramed  texts,  printed  handouts,  audiotapes 
and  reccrds.  These,  materials  were  selected  on  the  basis  of  their 
support  to  the  three  curriculum  conponentts  and  their  capacity  for 
being  used  independently  by  ttie  student  at  his  or  her  own  rate. 

The  (CT) 2  basic  materiali  collection  may  suggest  ways  for 
building  learning  resources  for  other  programs,  but  should  serve 
only  as  an  exa^le.    Each  collection  should  respond  to  the  needs 
of  the  specif ie  pM^am  and  resources  in  the  local  comnunity.  ^ 
Beginning  such  a  collection  requires  conpilation  of  a'  list  of 
resources  to  support  activities  in  the  program's  specific  ' 
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curriculum  areas,  but  the  list  should  not  be  esdiaustlye.  Instead, 
■^e  OTllection  should  ba  flexible  enough  to  answer  staff  and 
student  needs  that  arise  during  tiie  early  montAs  of  the  program 
and  to  respond  to  imanticipated  requeats  that  occur  throughout 
the  year*    The  major  guideline  for  compiling  such  a  collection  is 
to  utilise  what^  is^available  in  outside  collections  ^d  to 
supplement  those  raaterials  with  a  basic  collection  located  in  a 
site  convenient  to  students  in  the  EBOi  programV 


(CE)2    BASIC    MATERIALS    COLLECTION  SUMMARY 

He f erenow  books, ;     for  mKa^^le,  dictionaries,  thesaurus ?  almanacs # 
bibliographies,  Books  In  Print 

TOxtbooks^  wortoooks  and  prqgrymied  rote  rials :    primarily  to  help 
students  is^rove  their  Basic  Skiils  (for  exai^le,  Individualizmd 
LmMmlng  for  Adults^  Limtmn  and  Head  series.  Business  English^ 
vocabula^  and  spelling  wrksheets) 

Conpetency  materia^ii     a  file  of  certifier  names  and  addresses; 
Listruetions  for  individual  competencies;  files  of  pai^hlets, 
handouts  and  other  materials  useful  in  conpleting  conpetency 
requirements  (for  example/  driver's  mmual,  insurMce  forms,  tax 
information) 

Projects I     files  of  projects  already  conflated  by  students; 
supplementary  materials  related  to  individual  project  topics  (for 
example,  information  on  pollution,  drugs  or  legal  rights  of 
juveniles) 

Employer/ conrounity  resources:    a  card  file  of  often  used  commimity 
resources  (for  exaii^le^  tutor  names*  Portland  Cpninunity  College 
course  offerings,  Tigard  Library,  Environmental  Education  Center) 
and  of  participating  sites   (for  ex^ple,  contact  person,  site 
description,  job  opportunit^ies,  levels  availtole) 

Career  Deyelpp^ment  resoi^^-  1 1    pamphlets,  magazines,  employer  site 
materials  and  career  inforraatioti  (for  example,  job  experience  kits, 
Self-Directed  Search)  ^  ,      '  - 

Periodicals  and  other  resources:  a  rack  of  current  paperback  \  /  - 
books  I  Mgazine  s^scriptions  \l 

'       -  ,      .  '/ 

Normal  school  media  purchasing  channels  provide  the  best  access  to 
such  materials,     EICT  program  budgets  should  also  be  flexible  j 
enough  to  allow  imrodiate  purchase  of  materials  as  they  prove  / 
necessary. 


Leanilng  Resources  (Itein  6) 


CATALOGUING   AND    FILING    BASIC  MATERIALS 


Thmi^m  im  no  "correct"  way  to  catalog  md  file  the  items  contained 
in  the  basic  materials  cpllection*    Since  the  collection  should 
be  responsive  to  tiie  needa  of  students  in  a  particular  program  and 
locality,  some  topics  vdll  receive  more  attention  ancS  som  areas 
will  be  npre  developed  than  others. 

uses  a  general  card  catalog  system  as  the  main  tool  for 
student  access  to  mterials-    The  present  collection  is  organized 
according  to  ttie  Dewey ^  ^cimal  System,  using  subject,  title  and 
author's  last  nsmm  to  reference  each  item  in  the  TOlleotion* 

The  materials  housed  in  the  center  are  s^plementary  only. 
Because  resoi^ces  located  in  thm  cojrammity  or  at  ej^loyer  sites 
cannot  be  covered  completely  in  toe  center's  files ^  students  learn ^ 
to  use  tMs  card  catalog  for  leads  (that  is,  the  public  library  or 
a  commimity  college  library  'inay  be  listed  as  possible  sources  of 
materials)  that  willhelp  them  develop  their  indi^dual  resource 
lists  before  begii^&ig  actuia  research^  outside  the  center • 

In  addition  to  the  card  catalog,  a  vertical  file  houses 
miscellaneous  materials  related  to  the  three  curriculum  areas. 
Panphlets,  flyers  md  other  free  materials  are  filed,  and  students 
may  use  them  as  thmy  wish  in  tiieir  learning  activities,  Gonpetency 
materials  are  kept  together,  as  are  Life  Skills  materials  related 
to  each  of  the  five  project  areas* 


Appendix  F  aontalnB  a  bibliogrMphy  of  the  mterials  in  fCE;^"^ 
basla  mAtmrialB  aQllmatlon* 
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IdentifY  potential  resources  students  may  use  at  EBCE 
aniployer  sit^s  network 


Students  in  tiie  IBCT  program  learn  by  doing.    Employer  sita 
resources  .jive  students  opportunities  to  pursue  portions  of  their 
individualized  learning  plans  under  the  direction  of  skilled 
cr^ftSTOn  or  professionals*     Tliesa  ^esourGes  are  divarsa ,  consisting 
of  many  kinds  of  people^  materials  ^nd  learning  situations—often 
as  specifis  as  the  tru^^s .  tools,  technical  standards  and  safety 
gear  needed  to  complata  highway  repair  and  maintenance. 

Much  of  the  equipmant,   S'ols  and  instrumants  used  to  produce  goods 
fLnd\services  at  employer  &;ites  can  be  related  to  studant  learning* 
In  some  cases ^  individual  employers  will  allow  students  to  use 
professional  or  private  libraries ,  publiGations  and /laboratory 
aqi^pment.     Law  libraries^  courtroom  personnel  md  legal  briefs , 
fo»  example,  may  bc3  interacting  resouroas  to  a  fledgling  lawyer  in 

^^CI  studant  body*    Other  employers  may  invite  students  to  go 
r  ut  hnto  the  field  to  learn  about .  building  houses  or  to  checJc 
poXluCion  viclationy ,  for  example,  using  toe^ppropriata  tools. 
Employees  .contrlputa  m^uals  of  instructional  and  text  materials 
used  to  train  people  at  their  sites.     Individuals  work  wito 
students  Ufing  bteir  c^n  professional  materials,  sudi  as  dentistry 
instrmrients  or  drafting  equipment*     llie  kinds  of  materials  used  in 
these  l^^arning  situations  are  almost  limitless. 


{■^am'tm  employer  site  resources 


CIj^^  Cv^j;'  ;..cf:y^een  the  learning  resource  specialist  and 

Cinplcy-^r  rsftlatio  13  specialist  is  essential  to  identifying  and  using 
BitB  rascurces.     The  ERS  has  frequent  contacts  with  employer  sites 
.^nd  is  in  a  g^^d  position  to  ascertain  the  people  and  material 
resources  such  sites  can, of fer  students*     ihe  LRS„  cooperating  with 
^le  ERi',  can  also  cohtaet  sites  to  locate  learning  resources* 

Learning  Site  Analysis  /  .  ' 

Ttie  Learning  Site  Analysis  Form  (LSAF)  is.  an  important  device  for 
specifying  tte  learning  opportifliities  at  employer  sites  in  a  way 
that  can  be  used  for  negotiating  site-specific  project  activities 
with  individual  students,    loth  ER5  and         may  use  the  LSAF  to 
locate  resources  at  specific  sites,     Thm  LSAF  contains #  among 
other  things,  a  reading  materials  checklist  and  a  learning 
resources  checklist.     Ihe  reading  materials  checklist  asks  for  a 
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listing  of  often  used  foms,  manuala,  reports  and  other  materials 
students  may  encounter  in  their  daily  visits  to  ttie  employer  site, 
©le  learning  resoiirce  ehaeklist  asks  the  employer  to  list  tools 
unique  to  the  gobs  at  that  site,  special  classes  available,  work 
saifiples  and  equipment,     ^e  EES  fills  out  these  sections  of  the 
LS^  with  the  employe^p  during  an  early  visit  to  the  site. 
{Examples  of  tools  used  by  EBffi  students  during  tte  1973-^74  school 
year  appear  on  toe  following  page.) 
\ 

LSAF  information  ean  also  be  uaed  in  reverse^^that  is ,  a  student 
odght  need  access  to  a  particular  piece  of  equipment  for  a  project 
activity  ♦    He  or  srie  could  check  through  thm  filed  LSM*s  to  find 
a  site  where  that  equipment  is  used  and  arrange  with  the  ERS  to 
use  it  on  the  site*  j   If  use  is  involved  and  time  ^cons^iing,  the 
student  might  then  ^oosa  to  stay  at  the  site  for  a  learning  level 
to  insure  access  to|  the  equipment  md  interaction  with  site  people 
who  can  assist  the  student  in  the  use  of  the  equipment. 

Explorations  and  Projects 

In  addition  to  the  LBhF,  on  which  a  staff  member  and  an  employer 
collaborate  to  identify  site  resources,  students  themselves  are 
reqiaired  to  focus  on  specific  resources  as  part  of  c^eer 
ej^loration  es^erienees  at  en^loyer  sites,    Stucifints  record  this, 
information  in  Es^loration  Parages  completed  for  €%Qh  site  and 
filed  at  the  learning  center  for  use  by  other  students.  As 
references  to  ei^loyer  site  resources,  tte  E^loration  Padcages 
provide  several  kincte  of  useful  infomationi 

1.  personal  judgments  and  observations  by  eadi  student 

2.  photographs^  sket^es  or  written  descriptions 
illustrating  key  aspects  of  the  job  enviromnent 

3.  specific  characteristics  of  the  job 

4.  descriptions  of  personal  experiences  at  the  site  and 
recomiiendations  abo^t  the  site  to  other  students 

Students  are  encouraged  to  interact  with  s^te  personnel  and,  as  i 
much  as  possible,  make  use  of  references ,  materials  and  equipment 
available  at  the  sites  where  they  are  working  on  project  activities 
designed  fof  performanoe  during  career  es^lorations  or  learning 
vleveli,  \  . 

Industr^y-Producad  Materials  *  ' 

loth  the  LBS  and  "the  ERE  also  have  the  opportimity  to  judge  tte 
quality  and  appropriateness  of  certain  industry-produced  materials 
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EXAMPLES  OF  TOOLS  USED  AT  EMPLOYER  SITES 


Adding  Machijig 

Drimi  Lathe 

Ai  r  Corapr e  s  so  r 

Echo  Chamber 

iy,r  Drill 

Electrical  Equ^pmgnt 

cords 

Air  Gun 

Electronic  RPM  Counter 

Air  Sands r 

Electronic  Scaler 

Aiif  Screwdriver 

^  c  re  wdr  i  ve  r 

Air  Wrench 

-J  A,            J             ^       J  (^5^ 

16  Projector 

Ambulajice 

Grinders 

S  ledge  hoiimie  r 

Appointffient  Desk 

Hammer 

Arc  Welders 

Hand  Tools  ' 

5^£^Sy  S9u|4 

Binoculars 

He  adphone  s 

Blueprints 

Hydro  Hoist 

Boring  Bar 

Hydro  Press 

Tape  Monitoring  Mac 

hinr 

Brushes  and  needles 

Jack 

Tape  Recorder 

Ca Icul Ator 

Jack  Stands 

Tape  s 

Cash  Agister 

Key  Punch 

Te lephone 

Cel'ling  Hoist 

Lathe 

4^4^^  —  J  — 

Cleaning  Equipment 

Kanicuring  Table 

Test  Fixtures 

Coffee  Maijhine 

M^uals 

Torches 

CQitiputer 

Material  Measurer 

Traffic  Counters 

Control  loards 

Metal  Lathe 

Truck 

Copy  Machine 

Hicro[jhone 

Turntables 

Development  l^quipment 

Organ  t- 

Typewriter 

Diagrams 

i 

Osci 1 loHcope  ' 

Verifier 

Drafting  Machine 

ParaLiel  Bar 

Video  Camera 

Drafting  Table 

.  PBK 

Work  Orders 

Drill  Press 

Piano 

K-ray  Equipment 

Drills 

PI  iers 

\.    for  EBC^  studant  use.     Indi^trias*  labor  unions  and  government 
\    agencies  produro  a  large  volmne  of  training  materials,  and  if  they 
\  are  useful  in"  tarns  of  pro^rain  objectives,  such  iriatarials  may  be 
\  used  either  at  employer  sites  or  at  the  learning  center,     f^ny  firms 
\have  designed  aducational  programs  for  their  employees  that  can  ^ 
j,\serve  as  excellant  EBCE  resources. 

wiila  industry^related  materials  should  be  available  to  students, 
there  arevseveral  points  staff  should  keep  in  ndnd  when  ayaluating 
such  materials.    First,  tiia  audience  to  which  it  is  directed  should 
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be  QK^iinad*    Uiually  the  au^enca  is  adults  and  factors  that 
motivate  and  interest  adults  may  not  do  the  same  for  high  school 
students.     Seoond,  toase  materials  can  ba  narrow  in  their  viewpoint 
and  may  not  give  students  a  full  understanding  of  the  concept, 
eoncentrating  instead  on  what  thm  conpany  considers  worth 
emphasizing,  . 


ACCESSING    RESOURCES    AT    EMPLOYER  SITES 


At  all  timasp  cooperation  betwaan  toe  LRS  and  ESS  is  critical  to 
optimum  student  ^e  of  enployer  resources.     To  help  students  know 
in  a  general  way  about  all  resources  on  emplryar  sites ^  the  EES 
should  foEward  to  the  LRS  any  informatidn  ^out  site  rasources 
that    ie        she  discovers  in  addition  to  those  specified  on  the 
UBhF.    Students  find  this  information  particularly  helpful  at  two 
stages  of  their  interaction  witii  employer  sites i 

1-     Before  ejgploring  sites  i    ihe  file  maintained  and  updatad 
by  the  LBB  at  the  resource  center  is  used  for  general 
information  about  employer  site  characteristics, 

2»    Whan  .considering  an  exploratjon  level i    LSAF  information 
is  used  to  indicate  specific  resources,  activities  and 
materials  available  at  that  site,  and  the  file  of 
previously  completed  Exploration  Packages  can  be  used  to 
gain  fiarther  information  from  the  student's  point  of 
view. 


Employer  Instructor  Role 

Employer  instructors  are  the.  most  valuable  kind  of  learning 
resource  students  encounter  through  their  site  ej^eriences. 
The  EI  plays  an  important  role  as  part  of  the  EBCT  instructional  — 
team  and  can  spend  a  great  deal  of  time  wprking  with  students  on 
individual  leading  activities  related  to  a  particular  job  site. 
He  or  she  directs  students  to  use  equipment  ,  and  tools  properly  and  - 
judges  whether  or  not  a  student  has  acquired  job  skills.  In 
addition  to  job- related  activities^  students  work  on  projects  that 
require , other  employer  resources     (for  esmmple,  books ^  manuals  or 
employee .  interviews )  *     Die  11  supervises  all  of  these  activities 
in  cooperation  witt  tiie  EM*    Generally ^  it  is  the  EM*s 
responsibility  to  interact  with  thm  II  to  identify  and,  if  neeessary, 
cfetairt  specific  materials  for  students.    Although  many  of  these 
resources  are  identified. at  the  time  of  toe  LSAF  interview,  it  is 
sometimes  difficult  for  ah  EI  to  recognize  "instructional  material" 
at  his  or  her  job  site* 
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At  times  r  ElB  also  vol^teei'  to  help  studants  on  ar4  individual 
basis  witti  deficiencies  in  Basic  Skills  areas  such  as  reading  or 
mathematics.    As  tutors,  they  give  valuable  ona-to-one  help  to 
students*  often  escplaining  Basic  Skills  material  in  terms  of  its 
relation  to  real  life  situations  and  usefulness  to  a  particular 
career. 


—  —  —         -  CmSS-REFEmNCES  —  ^  « 

Sob  pmg&B  508^510  mnd  "Projmats,"  pages  258^359,  for  further 
disQussion  of  the  usm  of  tutors. 

Learning  Site  AnmlyBis  Form  smmpleB  appear  in  Appendix  C*  The 
LSAF  is  disaussmd  in  detail  in  " Pro j eats,"  pages  313S14  mnd  ''Site 
UtiliMtion/'  Employ er/Cotmunity  Resources ^  pages  112^117^ 

See  "Career  Explorations^"  pages  105^186,  for  dlsaussion  of 
explorations  and  a  sample  Exploration  Package, 

See  "Projects/*  pages  ISB-^ZTB  for  discussion  and  an  exmple  of 
projects;  other  project  samples  appear  in  Appendices  A  and  C. 

Item  9,  pages  503-^504  and  "Site  Utilization^"  Employkr/Communi ty 
Resources ,  pages  125^133,  contain  addipional  information  on 
employer  site  files. 
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Identify  potential  community  resources  in  addition  to 
those  at  employer  sites 


In  addition  to  tapping  the  people         materials  at  employer  sites  ^ 
students  use  other  types  of-  COTmimity  resources.  Projects 
may  include  use  of  tutors,  attendanea  at  classes  or  special 
placements  at  specific  community  sites*    At  otiiej_tM®rP^tudents 
use  coimnunity  resources  less  formally,  as  their  needs  dictate 
(for  example,  use  of  libraries,  telephone  calls  to  county  extension 
agents,  "drop-in"  visits  to  agencies  and  service  organizations  to 
gatiier  literature  or  otter  data  needed  to  complete  a  project)  . 


IDENTIFYING    COMMUNITY  RESOURCES 


Community  representatives  make  a  useful  resource  pool  for  building 
an  initial  list  of  conmimiitFy  resources.    For  instance,  thm  strengths 
of  the  public  library  system  and  the  materials  at  the  local  comnunity 
college  or  tmiversity  can  be  surimyed  by  members  of  tiie  cosHnwity, 
s^ool  district  representatives  may  offer  toe  use  of  district 
libraries,  and  employers  can  identify  resources  at  their  job  sites 
^  and  point  out  o^er  sources  of  useful  resources* 

Ihe  learning  resource  specialist  has  primary  staff  responsibility 
for  identifying  representative  eommmity  resources*     As  the  program 
establishes  itself,  the  learning  manager  will  make  suggestions 
about  people,  places  or  materials  that  may  relate  to  a  particular 
student's  project*"  Students,  too,  should  become  involved  in 
locating  community  resources,    The  L5S  often  points  students  toward 
learnj^ng  situations,  but  the  students  have  to  follow  up  and  es^lore 
them* 

>- 

Surveying  the  Community  .  * 

One  of  the  first  steps  the  LBS  takes  is  to  inventory  and  make  an 
'  availability  study  of  local  educational  agencies  and  media  resotirces  - 
Agencies  surveyed  should  inilude  local  school  systems  and 
intermediate  education  districts,  commmiity  colleges  and  \miversities , 
Queries  may  be  made  through^  fom  letters,  telephone  contacts, 
personal  visits—whatever  it  t^es  to  satisfy  the  LM  toat  the 
resources  of  the  conwunity  have  been  tapped  adequately* 

Education  agencj^es  i    ^e  cooperation  of  all  education  agencies  is 
essential  if  students  ^are  to  have  tiie  s^e  access  to  media  as  they 
have  in  public  schoola.    To  go  into  an  area  i(#ithout  this  kind  of 
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cooperative  effort  would  be  unwise.     County  aducational'  agencies, 
such  as  intermediate  educatian  districts  (lEDs)  in  Oregon,  may  havt 
extensive  media  centers  with  staff  consultants,  graphic  dasigners 
and  reference  resources. 

Public  libraries  I     Local  public  libraries  are  a  major  EBCE 
resource.    Hwever,^  if  the  student  is  not  a  resident  of  tte 
political  si^division  supporting  the  library  (city  or  county)  , 
special  arrangentents  will  hrnvm  to  be  made  to  make  materials 
available  on  a  checkout  basis*    Sudi  an  arrangement  may  be  as 
informal  as  a  ^taff  mentoer  obtaining  a  card  and  diecking  books  out 
for  students*  * 

Local  high  sAool  servicesi     Ideally,  students  in  the  program 
should  be  able  to  use  ^e  libraries  and  materials  of  local  high 
schools*    ihis  nay  require  negotiation  with  the  district  and 
possibly  m^ing  students  in  some  way  part  of  the  school  from  whic^ 
they  are  borrowing  materials.    Because  they  are  issued  Tigard  High 
SAool  student  body  cards,  Xm)  2  students  use  the  high  school  as  a 
resource  in  many  ways.    Students  use  the  sdiool's  resource  center 
regularly  and  may  attend  selected  high  school  classes  as  part  of 
their  individualized  learning  plans.     Some  students  have  taken 
courses  to  fulfill  college  preparatory  requirements  (for  example, 
physics,  advanced  mathematics,  literature).    Arr^gements  also 
exist  between  the  school  and  the  program  to  allow  students  to 
borrow  specific  state-adopted  textbooks.     Finally,  teachers  from 
the  high  school  serve  as  resources  by  certifying  competencies  and 
=   tutoring  EBCT  students  with  special  learning  needs. 

Local  cQtrttnunity  colleges!    To  date,  only  a  few  (CE)2  students 
have  actually  taken  quarter'^long  courses  at  local  colleges,  but 
many  have  learned  about  college  life  through  minicourses  in 
special  interest  areas  during  the  school  year,    The  community 
college  also  has  a  "drop-in"  program  for  students  wishing  help  in 
improving  Basic  Skills  such  as  reading  or  matoematics. 

Other  resources  I    ^Conununity  agencies,  pii^lic  services,  cultural 
institutions  and  the  unadorned  commimity  environment  itself  can 
provide  learning  opportimities  for  students^ — a.  glance  at  Uie  Yellow 
PagBB  of  Lmmming  RBSQuraes,  familiar/ to  most  educators  today, 
demonstrates  this  fact*    Resources  mikt  be  developed  to  reflect  the 
character,  special  interests  and  nae'ds  of  the  local  comnunity. 

Following  Up  on  the  Comiunity  Sur\/ey 

"  "   '  V        ■       \/ - 

During  the  first  months  of  program  operation,  ^e  LRS  follows  up  on 
the  earlier -resource  availability  study  to  find  coomunity  contact 
people  who  can  provide  resources.    If  courses  are  to  be  available  at 
nearby  community  colleges,  contacts  should  be  made  with  college 
*  registrars-  "  In  addition,  catalogs  and  otiier  information  .^out  cours 
offerings  and  s'ervices  should  be  obtained. 


Learning  Resources  (item  $) 


SUGGESTED    COMMUNITY  RESOURCES 

1.     Local  libr^ies   (city,  county,  agency  or  special 
interest,  professional,  business,  private) 

3,  GovernTOnt  offiMs 

4*  Parks  and  recraational  areas 

5*  i^eaters 

6-  School  district  libraries  and  other  facilities 

7*  Gosmiunity  colleges  '  ^ 

8,  Itoiversities   (containing  facilities  such  as  the  Nortiiwest 
^  tegional  Special  Education  Instmictional  Materials 

Service  at  the  University  of  Oregon  or  Portland  State 
CMiversity's  Learning  Materials  Center  and  Reading  ^d 
Math  Lab) 

9.  Coimty  education  agencies 

10.    Consiunity  agencies  (YMCA,  YWCJi,  scouting) 

11,.  Special  interest  classes  (ballet,  bowling,  photography) 

12*    Pe^le  (cOT^etency  certifiers,  teachers,  businessnsen) 


1 

Catalogs  and  brodiures  from  local  musemns  and  sdhedules  from 
theaters  and  planned  cultural  events  .can  be  added  to  tte  resource 
center's  inventor-    tte  yello^  pages  of  the  telephone  directory 
and  any  special  directory  of  services  in  tiie  area  (for  example, 
Portland's  Chinook  Cmntrmx)  provide  good  sources  for  available 
communis  resources*  ' 

Local  educational  agencies  may  be  majot  sources  of  materials  and 
media*    For  enwi^le,  in  the  Portland  area  tiiere  are  three,  me'dia 
depositories  offering  vast  resources  in  educational  media  to 
Portland  schools*    To  loan  t^ese  resources  to  other  educational 
agencies a  service  charge  plan  may  be  required,  but  it  should  be  ^ 
less  thai  the  cost  of  rental-    ^ese  me^a  centers  also  provide 
consultation  help,  electronic  and  graphic  tedinicians  and 
reference  resources  needad  to  use  educational  te^nology  effectively. 
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In  addition*  pamphlets  and  brochures  praducud  by  special  interest 
froups  can  be  collected.    The  dairy  council,  telephone  company  and 
banks,  for  example,  offer  useful  infoOTation  in  attractive 
packages , 

.  / 

Both  local  and  national  periodical  and  newspaper  si^scriptions  =^ 
should  be  diosen  to  relate  to  student  interest  and  to  reflect  a 
diversity  of  subject  matter  and  reading  levels. 

As  the  program  becomes  more  established,  conmiunication  channels 
between  the  program  and  the  conmunity  should  become  more  effective 
Educational  agencies  su^  as  .i^e  local  high  school  and  cOHmonity 
college  can  produce  not  only  resource  materials  and  people/  but 
--^_^Ibo  staff  mentoers  willing  to  participate  as  tutors  or  competency 
celftifiers.    General  pi^lic  relations  efforts  to  introduce  the 
program  to  toe  conHntmity  can  be  boosted  If  these  efforts  are 
followed  up  by  asking  people  to  become  more  involved.  Bi^inessmen 
find  that  not  only  can  they  open  their  companies  to  students  as 
learning  sites,  but  ttiey  also  may  counsel  students  wit^  special 
problens  or  tutor  tiiem  In  a  particular  Basic  Skills  deficiency  or 
special  interest  area.    Senior  citizens  may  wish  to  help  as  tutors 
of  Basic  Skills  or  simply  teac^  a  handcraft  or  special  interest 
class. 


Complimentary  Materials  from  the  Communis  ' 

Since  the  program  attempts  to  involve  students  in  their  own 
educational  program,  students  should  become  increasingly  aware  of 
the  rich  resources  that  surwund  them  during  their  daily  travels 
aroimd.  the  conmunity.    As  students  discover  complimentary  resources 
at  employer  sites  and  commmity  agencies  (for  example,  forestry 
service,  city  hall,  an  insurance  firm^  toe  telephone  company) ,  they 
should  be  encouraged  to  request  toem'  for  their  own  projects  and 
for  other  students'  use  mid  information  at  toe  learning  center. 
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Orf^iza  invantorles  of  all  resources  external  to 
learning  center 


Studsnta  should  have  access  at  thm  learning  center  to  a  selective 
inventory  of  resources  available  at  employer  sites  and  in  the 
^QQinmunity.     CRie  invent oty  cannot  list  everv^hJ^ng,  but  it  should 
»  gi^  students  some  ideas  as  to  whom  i^my  may  ask  and  where  thmy 
look  for  additional  infomation  and  materials ,     The  system  can  be 
as  sii^le  as  a  card  file  kept  easily  accessible  on  the  learning 
resoiirce  specialist's  desk,  or  it  can  ba  a  more  detailed  system 
including  annotaticna  about  ty^s  of  services  or  materials  offered 
at  resnt-u^'ce  sites.    Students  are  learning  to  explore  their  corrmunity; 
consequently /  general  resource  sites  such  as  public  libraries  or 
community  college^  co^se  offerings  should  fcm  a  n^jor  part  of 
this  reference  file  to  allow  students  to  search  for  their  c^m 
angers . 

At  (OE:)2f  most  available  reso^ces  at  ei^loyer  sites  and  in  tlie 
coinmunity  are  inventoried  at  the  centers    Students  are  es^pacted  to 
visit  ari^lDyer  and  coranimity  sites  to  obtain  the  materials  they 
need*    Invantories  and  resource  files  at  the  center  takci  saveral 
forms  ^ 

Employar  site  card  filfci    This  file,  kept  on  the  LRS*y  desk, 
'  con tains  information  about  each  es^loyer  site  including i 

1.  nmm  of  contact  person 

2.  type  of  business 

3.  special  limitations,  particularly  regarding  available 
experience  levels  (that  is,  exploration,  learning ^  skill 
building,  special  placement) 

4.  special  notes  and  conmients 

ExploratiOT  Packagfe  filei    Ej^loration  Packages  con^leted  by 
studento  for  each  site  they  e^lore  are  filed  near  the  ERS"s  desk 
at  toe  leaning  center  for  student  and  staff .  reference* 

Leaminq  Site  Analysis  forms;    Also  filed  close  to  the  EHS*s  desk, 
conflated  LSAFs  for  all  actism  enployer  sites  provide  n^re 
specific  information  about  individual  sites  and  jobs. 


^U7 
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Career  InfomaUon  Systgm  (cis)  :     Used  by  students  to  identify 
occupations  of  interact  to  them,  this  computar-baEad  systam  also 
lists  progrmms  and  ^nstitutioiis  in  the  Pacific  Northwast  where 
QGQi^ational  trainin;  may  be  obtained  and  identifies  usaful  books 
and  other  materials  students  can  use  as  preparation  for  specific 
jobs* 

Vertieal  file  on  CcLreer  informationi    A  vertical  file  houses 
brochures  and  other  materials  identifying  sources  of  career 
infotmation  students  mght  contact. 

General  conrounity  rasource  card  file:    This  file  is  divided  into 
three  sections  i 

1.  conpetency  certifiers  (cOTpetency  title  and  information 
^  ^ut  available  certifiers) 

2.  tutors  (contact  infomation  and  specialty  areas) 

3.  general  community  resources   (for  axan^le,  ^OTiunity 
colleges^  libraries,  foreign  language  courses ^  junior 
achievement  canters,  fire  prevantion  bureau,  YMCA,  YWCA 
and  leisure  classes  such  as  ballet,  swiiming  ^d  karate) 

Directories  I    City  telephone  books,  city  directories  like 
Portland' a  Chinook  Centr&x,  daily  newspapers,  general  interest 
magaEinaa  and  publications  that  describe  events  or  advertise 
sen;lces  in  the  conrounity  may  be  included.    Thm  Ymllow  Pages  of 
Laaming  msouraBB  helps  staff  and  students  discover  innovatiTO 
resource  materials  recently  produced.     The  Diatimmry  of 
Occupational  Titles  ^d  other  career  reference  materials  are  also 
good  resources* 

The  EBB  keeps  the  employer  site  file  up-to-date  and  the  LHS  \ 
maintains  other  resource  inventories.     The  EBB,  LRS  and  students 
continually  add  to  these  inventories  and  materials  «id,  as  t^e 
program  becomes  more  established,  the  LRS  devotes  more  time  to 
contacting  en^Jloyer  site  representatives  and  asking  for  rftlev^int 
materials  or  references. 


^  — ~ —  *  CROSS-PREFERENCES  — 

"Site  utilization  f"  &^mploijmr/Commimitif  Ba-^ourc^Sf  pages  125-133 
contains  further  information  on  Bmploy&r"  si  te~ files ,  including 
sample  entrias* 

Appendix  E  &xpl&lns  t±B  Career  Information  Systam  in  greater 
detail. 
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Provide  for  audiovisual  and  other  supportive 
equipment 


MultiTCdia  materials  can  Qonvmy  factual  data  in  an  interesting, 
"real  life"  fashion.     Ttimy  can  complement  the  printed  materials 
students  read  for  their  learning  aGtivities  and  can  stimulate 
inquiry  or  furtter  forms  of  creative  ej^rassion  in  in^vidual 
students.     Also,  such  resources  can  provide  nedels  of  skilled 
performance^  helping  students  to  assume  more  responsibility  for 
their  own  instruction. 


IDENTIFYING    NECESSARY  EQUIPMENT 

As  much  as  possible,  the  program  should  encourage  e^loyer  and 
community  sites  to  share  toeir  multinedia  equipment  and  materials 
with  students.    As  part  of  their  learning  levels  at  som  sites 
students  will  be  able  to^  iise  cameras,  tape  recorder,  developing 
equipinent  Md  so  forth.     Such  materials  are  t^ually  referenced  on 
the  Learning  Site  Analysis  forms  filled  out  for  each  participating 
site*     The  learning  resource  specialist  should  also  try  to  identify 
otiier  sources  of  equipment  which  students  might  use—such  as  local 
school  or  library  faeilities, 

*Xtie  progrra  should  also  determine  the  equipment  necessary  at  the 
learning  center  to  support  common  student  nee^*     For  instance, 
all  students  will  need  c^neras  and  tape  recorder  to  complete  their 
E3^1oration  Pac'^ges.     Many  students  will  prefer  to  use  multimedia 
materials  in  preparing  products  for  their  project  activities.  Some 
may  even  wish  to  mdaotape  their  experiences*     tte  program  may 
also  need  videotaping  eqmpMnt  to  capt^e  employer  seminar 
presentations  for  future  reference  by  students  who  were  unable  to 
attend  them.    Similarly ?  there  may  be  other  special  presentations 
on  important  EBCT  issues  which  staff  may  want  to  record  permanently 
for  use  in  the  following  years. 


Obtaining  Equipment 

Normal  school  purchasing  channels  provide  ready  and  relatively 
inexpensive  access  to  equipment*    A  program  may  be  able  to  lease 
or  rent  some  equipment,  as  well,    Follwing  are  tiie  types  of 
equipmant  purchased  by  the  Tigard  EBCT  program i 
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if 
/ 

1.  computer  tarminali     leased  by  the  program  and  used  for 
tutorial  instruction  in  Basic  Skills  areas  and  for 
career  as^loration  activities   (for  example^  Career 
Information  Systam) 

2.  vidaQtapg  and  audiotape  equipment i     used  with  specific 
multimedia  packages  in  Basic  Skills  and  Life  Skills  (for 
exKipla/  Listen  mnd  Read  series,  tapes  and  workbooks) 

3-     filmatrip  previe^ersi    used  with  specific  miiltimedia 
parages  in  Basic  Skills  and  Life  Skills   (for  example^. 
The  Alienated  GmnBratlon,  filmstrips,  cassettes # 
discussion  guides) 

4*  phonographs :  used  with  specific  multimedia  packages 
in  Basic  Skills  and  Life  Skills  (for  exMiple*  Modmrn 
Biology,  records ^  filmstripS/  discussion  guides) 

5-  slide  projectors;  used  with  specific  multimedia 
packages  in  Basic  Skills  and  Life  Skills  and  for 
project  work 

6,  cassette  tape, recorders i  used  by  students  to  improve 
cOnttntmications  skills,  record  impressions  at  employer 
sites  and  produce  project  products 

7.  instamatic  cameras:     used  by  students  to  complete 
Ej^loration  Packages  at  employer  sites 


USE    AND    MAINTENANCE    OF  EQUrPMENT 

Ihe  LBS  instructs  staff  in  proper  use  of  equipment  at  the  learning 
canter.     Instruction  can  be  a  formal  part  of  staff  orientation  or 
can  occur  as  staff  meittoers  require  a  particular  piece  of  equipment* 
Students  are  instructed  during  orientation  week  at  the  beginning 
of  the  school  year*     Instmctions  for  iising  the  Career  Inforaation 
System/  either  computer  terminal  or  needlegort  method,  should  also 
be  provided  (see  J^pendik  E)  , 

Tape  recorders  and  cameras  are  used  most  often  by.  students  to  record 
portions  of  their  exploration  eKpariences*     Because  students  must  \mm 
ttiis  equipment  ov%t  relatively  short  periods  of  time,  during  which 
they  are  encountering  a  wealtti  of  new  information/   (CE)2  has  found  it 
helpful  to  provide  brief  instruction  sheets  to  remind  students  of  the 
steps  necessary  to  use  the  equipment  successfully. 


.  / 
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SAMPLE    EQUIPMENT  LIST 

yUHii  nil 

AND  MODEL  NUMBER 

( Photograph  i  c ) 

X 

Kodak  Ektagraphic  120  movie  PTOjector   (8  mm) 

1 

Kodak  Ektafraphic  slide  projactor  (zoom  lens) 

1 

Kodak  Ektagraphic  slide  projector 

i 

Bell  s  Howell  745  filmstrip  projector 

1 

Bell      Howell  1552  16  iran  film  projector 

Projection  carts 

1 

J. 

Buhl  80  overhead  projector 

Beacon  filmstrip  pre viewers 

1 

Knox  wall  projection  screen 

J. 

Knok  portable  projection  screen 

1 

JL 

Howe  rear  screen  projection  system 

lU 

Kodak  Instamatic  cameras" 

(Sound) 

Hitachi  TPQ  201  cassette  playbacks 

10 

Hitachi  TRQ  290  cassette  recorders 

5 

Culver  headphones 

1 

Culver  listening  center 

1 

Audiotronics  stereo  record  player 

1 

Bell  i  Howell  cue  recorder 

i 

Bell  St  Howell  active  cue  stops 

1 
1 

wallensak  2550  cassette  tape  recorder 

(Othmr) 

ttenroe  1330  calculator 

Monroe  570  calculators 

1 

Monroe  9-key  adding  machine 

2 

MAST  programmed  learning  machines 

u 


1 


507 


ERIC 


CURRICULUM  £  INSTRUaTION 


Identify  and  maintain  conmimication  with  tutors 


Tutors  are  used  in  two  curriculm  components  i     Basic  Skills  and 
Life  Skills,     Oftan=raquaatBd  exM^les^of  the  former  include 
reading  and  matoeinatics  tutoring i  exMplas  of  the  latter  include 
tutoring  in  creative  development  activities  (macrame,  painting) 
and  scienoa  activities  (basic  electeicity) ,     All  work  with  tutors 
is  related  to  the  stuctent's  individual  learning  plan  as  a  part  of 
or  a  substitute  for  individual  projects. 


IDENTIFYING  TUTORS 


^en  tutoring  is  requested  by  the  student  or  the  learning  manager, 
the  learning  resoiu'ce  specialist  secures  a  subject  matter 
specialist  from  the  CCTWiunity  who  can  give  the  student  the 
necessary  individualized  instruction.    Tutors  may  be  sought  by 
circulating  printed  brochittes  about  the  progrMdi  however,  most 
tutor  contacts  result  from  referrals  by  staffs  program  supporters 
or  local  school  district  members* 

One  (CE)2  tutor  was  recruited  through  che  efforts  of  the  chairmM 
of  thm  (ffi)2  Board  of  Directors,  a  local  businessman*  He 
suggested  toe  name  of  another  local  businessman  with  skills  in 
mathematics  and  mechanigs.     I^ile  wrk  conmiitn^nts  did  not  permt 
the  businessfflan  to  serve  as  bxx  e^loyer  instructor,  staff 
recognised  that  he  could  provide  tutoring  in  mattecatics,  as  well 
as  Gounseling  for  several  students  interested  in  the  areas  of 
automotive  and  industrial  mechanics.    The  LRS  gathered  information 
on  specific  uses  that  could  be  made  of  this  person's  time# 
including  the  number  of  students  who  would  benefit  from  information 
about  training  needs  and  eB^loyment  opportunities  in  the  mechanics 
field  and  the  nun^er  of  students  who  nee^d  help  in  mathematics* 
The  tutor  eventually  worked  with  selected  students  in  mathematics 
workshops  for  tw^  hours  a  week  and  arrMged  a  seminar  and 
individual  coimseling  for  students  interested  in  mechMics. 


SOME    GUIDELINES    FOR    RECRUITING  TUTORS 

1  *    Contact  the  education  departTOnts  of  local  \cq1 leges  or 

imiversities  to  check  possible  use  of  student  ^achers  and 
interns  for  tutoring,  as  well  as  use  of  specific  university 
facilities*     (For  exi^le,   ICE) 2  contacted  Portland  State 
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Wiiversity's  leading  and  Math  Labs,    EBCE  students  laay  go 
tiiere  to  Ma  tha  facilities  under  the  guidM^ce  of  university 
students* ) 

2*     Qieek  coimunity  os liege  counseling  depMtoents  for  wlimtear 
tutors  and  check  the  drop^in  tutoring  center. 

3.  Use  saatariala         facilities  of  tjie  Intermediate  education 
district,  if  available* 

4,  Sicourage  employer  instructors  to  work  as  tutors,     (For  (CE)2# 
enjsloye^  insteuctors  have  proved  to  be  great  teachers, 
I^lpisig  students  learn  "such  tilings  as  kaypunch  operations  and 
the  f undajnp.n tal s  of  landsc^e  gardening/  as  well  as  providing 
aa.^iatwca  In  such  Basic  Skills  areas  as  reading  through  the 
i^e  of  par^  smuals  or  training  handbooks*) 

5*     Consider  otiier  possible  sources-^^retired  people  in  the 

eoraiml^,  teachers  in  the  disteict,  service  ^oriented  eli^s 
and  organizations*     (For  m^miglmt   (CE)^  Is  located  near  a 
large  ratiraiaent  TOaOTOity,  and  made  a  formal  effort  to 
recruit  retired  persons  to  participate  as  tutors.) 

6,  Detamine  the  budget  for  tutors  and,  if  necessary,  set  a 
nonthly  budget;  this  budget  would  establish  ^e  niffltoer  Of 
hows  per  Mnth  a  .tutor  poiUd  be  used  if  he  or  she  charged 
a  fee* 

7.  Istablish  a  system  that  utilizes  the  tutors  and  gives  them 
opportmities  to  s^^ress  tiieir  concerns. 

8*    Establish  an  aceoiaitability  system  for  tutors  (possibly 
reporting  to  the         or  learning  imager)  * 

9*    Consider  the  possibilities  of  group  tutoring. 


CATALOGUING   TUTORIAL  RESOURCES 


The  file  of  tutor  uiforraation  is  pwt  of  the  commtanity  resource 
ca^d  file  kept  on  the  WB-m  desk.    Each  tutor's  card  lists 
naine#  address  and  telephone  niffldser*  area  of  a^ertise  and  special 
cQimmts  or  notes. 
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WORKING    WITH  TUTORS 


when  a  tutor  is  callad  on  to  work  with  a  particular  student,  he 
or  she  is  briefad  by  the  learTiing  manager         the  LRS  on  the 
specific  instructional  needs  of  that  student*     Stu^nt  and  tutor 
then  meet  and  plan  what  thmy  intend  to  accomplish.    This  plan  im 
appr©\md  by  toe  LM  and  written  up  as  a  project  activity.     The  LRS 
then  helps  schedule  tutoring  sessions^  considaring  toe  Gonvenience 
of  both  tutor  and  student. 

Tutors .  should  be  given  responsibility  for  selecting  materials  to 
interest  studenta  and  to  accoi^lish  agreed-on  learning  objectives* 
However,  toe  LM  and  LRS  may  have  additional  suggestions  for 
appropriate  resources-    If  nmterials  «e  requested  by  a  tutor?  the 
LRS  helps  obtain  whatever  is  needed, 

ThB  LRS  provides  other  support  to  tutors ,  most  noticeiybly  by 
mcffiitoriiig  students*  schedules  with  tutors.    Monitoring  student  ' 
progress  with  in<^vidual  tutors  is  the  M*s  responsibility.     As  a 
student  CDi^letes  a  unit  of  work  satisfactorily ^  toe  IM  records  his 
or  her  performance  for  project  credit. 


—   -  CROSS'REFBmNCES        -     -    -  ^  

Pages  253^259  In  "Projects"  disaims  tutoring  as  it  is  inaorpormtBd 
in  student  proj&ats* 

Paid  tutors  sign  a  Tutor  Service  Agreeinent/  dlsplAyed  in 
'^Personnel f"  ManagBmant  a  Organj^tionf  page  7$^ 


Naming  Res  our        (Itmm  12) 


Identify  and  eoordinata  competency  certifiers  and 


RECRUITING    COMPETENCY  CERTIFIERS 

COB^etenGies  are  a  set  ©f  survival  skills  identified  by  community 
represmtatives  as  essential  for  atudenta  to  have  master  ad  to 
operate  effeotively  in         world  outside  the  classroom.  All 
students  are  required  to  co^lece  thirteen  ao^etencies. 

The  learning  resouroe  specialist  has  prima^  responsibili^  for 
recruiting  oei^etsncy  certifiers  and  monitoring  the  process  of 
coB©etency  ^rtifioation-    He  or  she  identifies  and  recruits 
certifiers  from  the  comimity  for  each  coopeten^#    For  e^caa^le* 
bank  officers  may  become  certifiers  for  students  wishing  to  prove 
their  ability  to  maintain  a  checlcing  aooomt,  transact  bupiness  on 
a  credit  basis  or  budget  tAm  and  money  effectively-    An  ins\^ance 
salespersoffi  may  certify  that  a  staident  can  pro^da  adequate 
insuranqe  for  self,  fmily  aid  possessions,    h  police  officer  m^y 
check  student  cos^ten^  in  responding  appropriately  to  enargencies. 

Some  Guldillnas  for  Recruitmtnt 

Sewral  guidelines  for  recriu.ting  certifiers  have  surfaced  from 
the  (OT)2  ^35>^riMce.    First,  the  involvement  of  business  and 
other  comunity  representatives  in  the  certification  process  is 
mother  iJ^ortant  way  'that  SBOi  students  learn  skills  in 
realistic  sattinas  removed  from  the  olassrTOm,    Certifiers  find 
that  they  are  better  te adders  then  they  toink*    Ihey  Me  asked  to 
participate  because  they  can  provide  staidents  witii  es^^rtise  in  a 
particul  jf  skill*    Most  often,  when  given  the  opportimity, 
in^vidual  certifiers  apply  a  great  deal  of  creativity  in  thinking 
of  ways  to  present  coi^etency  materials* 

Finally,  the  persmal  approach  between  individual  certifiers  mid 
the  staff  MB^r  in  charge  of  the  eoit^tencies  works  best  for 
recruitJjig  and  orienting  certifiers*    ^e  LBS  visits  certifiers  at 
their  busjAeitsea  during  the  recrultmnt  process         again  to 
discuss  specific  learning  activities*    Often  certifiers  previa 
leads  to  other  pe^le  in  the  cottmunity  who  will       good  certifiers 
in  o^er  arei^*    Problems  crop       auid  solutions  are  iwre  easily 
fotmd  if  certifier  m€L  staff  ii»mber  can  talk  about  it  on  a 
personal  hmLm, 
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CUBRICULUM  &  INSTRUCTION 


Oritnting  Compttency  Certifiers 

After  recruiting  cert-ifiers,  the         orients  tham  to  the 
certification  process.     The  certifier  quickly  learns  that  he  or 
she  decides  how  to  hold  the  certificatiori  session.     If  special 
arrang^mnts,  materials  or  other  resources  are  required,  however, 
the  LBS  provides  ^e  necessary  auppdrt*     If  several  certifiers  are 
recruited  to  handle  a  particular  co^etency,  they  may  wish  to  meet 
with  the  LM  to  agree  on  a  struct^e  for  their  certification 
sessions.    Even  if  agreement  is  reached,  each  certifier  most 
likely  will  use  a  different  approach,  and  individual  ideas  about 
what  is  inportant  will  be  reflected  in  each  person's  style. 


U;;  A  N  :i    COMPETENCY    RESOURCE  S 


Orienting  Studam:s 

During  orientation  week,  students  are  given  a  booklet  outlining 
program  ea^ctations  tad  riquirefi^nts  fcr  each  con^etency.  A 
P^^^tion  of  thm  week  is  set  asito  for  orientation  to  the  competancies . 
Indl^dual  LRS  assistance  supplements  this  initial  orientation,  and 
a  file  of  competency  materials  for  student  use  is  available  at  the 
leamijig  center* 


C©mpetency  Materials 

The  LBS,  competency  certifiers  and  students  collect  materials  for 
the  competency  materials  file.     Students  u(se  this  fiJ.e  continuously 
to  find  materials  that  help  them  understand  each  cOTipetency. 
Students  find  certifier  information  (naine,  addresfj^  telephone 
number  and  cos^ten^  area)  in  a  file  located  on  the  LHS's  desk* 

Using  the  Community 

^enever  possible,   (CE)^  sends  students  into  ^e  conmunity  for 
competency  certifications.    Staff  believe  students  gain  valuable 
learning  es^erience  by  proving  their  es^ertise  in  a  OTmpetency 
area  to  a  qualified  professional,   ^By  perfoming  competency  skills 
at  the  place  where  ttiey  later  will  bank ^  shop  or  request  public 
services,  students  gain  a  dimension  of  realism  Hdssing  from  a 
class  ^scwsion  of  these  skills.     Usually  small  groups  or 
individual  students  set  up  ap^intments  with  certifiers  and  meet 
with  thm^  outside  the  center.    When  necessary,  the  LBB  sets  up  a 
coapeten^  «rtification  {iBually  for  a  group  of  five  or  more 
students)  at  the  learning  center • 
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Laaming  Resources  (Item  12) 


Schtduling  Sessions  and  Recording  Work 

students  schedula  their  own  certification  sessions*     In  the  early 
mentha  of  the  progrm^  the  LBS  may  become  involved  in  this 
scheduling  until  thm  student  is  n^re  confident  ^out  interacting 
with  adults,     ^e         also  monitors  student  progress  and  checks 
for  reasons  when  students  fall  behind  their  schedules* 

The  Student  Status  Board  contains  a  card  for  each  student  listing 
the  competencies  and  the  starting  and  co^letion  dates  for  tteir 
certification.     Students  t^e  a  certification  fom  to  each 
certification  session.     The  form  is  signed  by  thm  cettifier  after 
the  student  demonstrates  proficiency  in  the  competency*  The 
student  then. gives  the  forro  to  the  LHS  for  logging  in  the  program 
re  cords , 


-  -  -     -  CROSS-BE FERENCES    -  - 

A  Hmting  of  thm  mmprntmnaimB  choBmn  by  thm  Tlgmrd  aonmunity  for 
(CE)2         A  dlsaussion  of  how  they  wmrm  MBleatrnd  appears  in 
5     " Compmtmnaims /'  pAgem  339-^346 ^  aompmtBncy  mrtifia^^on  is 
dBtMlmd  and  a  Mtudmt  competmncims  worJ^ook  rmprintBd  in  the 
BAwm  BBation,  pmgBB  359^408^ 

CompmtBn^  resource  nmtmrimls  are  listed  on  pages  401-403, 

3^0  »Studmnt  moords/'  Studmnt  SmrvdcmSf  Itrnm  12  and  13,  for 
dlMGussion  of  aompetenay  certification  records  And  the  Student 
Status  Board. 
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CUMmCUWM  S  INSTRUCTION 


Evaluate 


To  help  evaluate  the  adequaci'  of  cjurrent  resources  and  plan  for 
and  acqmM  additional  materials,  each  EBCE  program  should  record 
the  use  students  make  of  various  learning  resources.  When 
evaluating  the  t^e  of  resources  i  ask  if  students  can  do  the 
following  ttings  i 


f^ttHal  Resources 


1*    go  to  the  right  so\irce  (library,  TOdia  center ,  er^loyer 
site>  co^unity) 

2*     seek  out  the  person  who  can  help 

3*  questions  that  quickly  and  clearly  identify  the 

needed  information 

4.  use  emloyer  and  community  files  to  gain  inforrotion 

5.  select  information  applying  directly  to  the  problem 

6.  share  the  infomation  gained 

7*    locate  infomation  by  using       indsx  or  table  of  contents 
of  printed  materials 

8*    operate  appropriate  audiovisual  materials 

9*    know  how  to  locate  inforaation  at  the  learning  .center , 
esployer  sites  *  libraries  ^  museums  and  so  forth 

10.    work  independently  to  locate  informatiOT  using  the 

RBAdmr's  Guide /  card  catalog,  references  and  so  forth 


People  Resources 

1p    accept  other  peoples'  ideas  and  experiences  as  useful 

2*    seek  opportunities  to  interact  with  other  parsons  to 
determine  their  usefu-ness  as  infomation  givers 

3,    aak  others  for  help 
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Lemming  Resoarcms  (Itmm  13) 


Thenselyes  as  Resources 

1.  daseri^  avents  objectivelv 

2*  i^scriba  personal  bahavior  in  specific  situations 

3,  reviaw  situations  and  critiqi^  mistakes 

4.  think  of  alternative  ways  to  handla  a  situation 


APPENDICES 


ERIC 


APPENDIX  A 


L1fa  Skins  Objectives  and  Predesigned  Projects 


This  appmndix  is  intmndBd  as  a  watking  tool  le&rning  mnmfmrs  nmy 
mm  when  n^otimting  pj^ojmatM  with  students*    For  mmah  Life  Skills 
mrmMf  tiim  following  pmgms  providm 

Imarninf  objmativBs  that  outlihrn  th©  kinds  of  Imarning 
growth  studmnts  should  m^'prnrimnoB 

2*    a  brief  as^lanatim  o£  SBCB'm  mppromah  to  tiie  Mfe 
Skills  mrma  and  mom  disauMBion  of  related  Immrning 
aativitims 

J*    a  mamplm  predesignmd  pro^eat  written  to  insurm  that 
all  Btudentm  touoh  on  the  most  important  learning 
objmotives  in  that  area 

For  a  ^nmral  m^^g^^-Of^ skUls  delivmry  t&chniqums,  sme 
"aurriaulim  OG^oomB,"  pagms  19^23.    For  implBmntlng  prajmcts, 
see  ''Projmat&/'  pagBs  189^2 f 3* 

A  Projeat  Writing iGuidm  givmn  students  to  orient  ttmm  to  planning 
their  own  projects  is  also  given  in  "Projects^*'  an  pages  229-^232, 


Aypendix  M  (Crmmtivm  mv&lopimnt) 
OBJECTIVES    FOR    CREATIVE  DEVELOPMENT 


Outcome  Gaai  f    StudBnts  will  increase  their  ^ility  to 
identify  thm  effects  of  und  pmrtiaiprnte  in  creative 
prQCBMBeM  to  blend  nmw  and  exi&ting  materials ,  ideas  or 
conomptB  into  forum  or  expmrlBnces ^ 

Laarning jeeti ves ^    students  should  ia  able  to 

1.  recognime  and  use  the  creative  proaBsB  in  thinking f 
talking  and  writing 

2.  discuBs  the  form  And  meaning  of  "art" 

J*    identify  and  pmrtiaipatm  in  aremtlve  experimnamB  to 

develop  skills  and  mtyles  that  satisfy  their  expeatations 


EBCVS    APPROACH    TO    CREATIVE  DEVELOPMENT 


ttaativity  is  an  eisantial  element  of  aalf^es^resaion  and  eoiitributes 
signifieantly  to  one's  total  growth  as  a  parson,     Cominitted  to  ^e 
concept  tiiat  eciueation  is  preparation  for  life^  EBCT  considers 
craativa  development  a  valuable  living  skill  that  can  help,  students 
find  more  aatisf action  in  both  their  work  and  nonwork  pursiu.ts, 

Crefttivity  is  more  a  charaot^ristic  of  our  attitude  and  the  ways  in 
which  we  act  tiian  it  is  indioative  of  a  specific  product  or  result* 
Since  erea^vity  is  by  its  nrititre  a  uniquely  personal  quality  EBCE 
does  not  try  to  prescribe  for  or  evaluate  it  In  any  standardized 
fashion^    Rather/ learning  ^jectives  for  this  area  serve  as 
guide lines  to  help  studenti  recognize  their  own  creative  capacities 
and  to  encourage  them  to  become  more  confident  about  ei^ressing 
themselves  in  creative  ways. 

While  students  are  diallenged  generally  to  be  creative  in'  all  their 
activities  ^  specific  requirements  in  this  area  are  lilnited  to  two 
projects  each  year^     In  the  course  of  completing  these  projects  the 
student  is  also  expected  to  deal  creatively  with  specific  Basic  . 
Skills  and  Career  ^velopment  activities  on  employer  sites. 

In  applying  creative  development  objectives  to  the  design  of 
projects,  the  following  ideas  should  be  consideredi 

'  1*    Creativity  is  a  process ,  not  a  product. 


CURR^UWM  ^  INSTMUCTION 


2,     nia  concept  of  creativity  should  not  be  limited  t©  tiie 
"arts"  I  rather  it  is  a  way^  of  understanding  and  dealing 
with  all  human  endeavors  and  should  be  reflected  in 
every  tiling  we  do. 

3..   Projecti  should  spur  inventiveness  and  positive 

originality  in  any  field  rattier  than  merely  emphasising 
participation  in  one  of  the  arts  or  crafts. 

4.    Project  goals  should  emphasize  the  recognition  and  tde 
of  areative  thought  rather  thw  some  quality,  act  or 
outaome.    Simlarly^  while  projects  may  address  the 
history  of  an  art  or  the  products  of  someone  else's 
creativity/  they  should  always  stress  the  student's  own 
creativity  in  tiie  present. 

predesigned  project  in  creative  development  asks  students  first 
uo  develop  thair  own  definition  of  creativity  and  toen^'to  look  for 
exaii^les  of  it  in  a  varied  of  settings^  including  the  employer 
sites  they  are  exandning  as  part  of  their  Career  Development 
e^eriariQes.    Students  are  free  to  interact  wi^  staffs  other  adults 
and  their  peers  in  working  out  their  ideas.    However #  they  should 
take  their  own  stand  on  the  issue  and  defend  and  es^lain  it  in 
conversation  wltt  the  learning  manager  and,  as  necessary,  with 
employers  and  other  adults  in  the  community. 

Tfliere  are  no  easy  ways  of  "measuring"  the  degree  to  whidi  a  person 
is  creative.    Evaluation  of  a  student's  creative  development 
depends  largely  on  staff  getting  to  know  tiie  student  as  a  whole 
person  and  making  sidbjeative  judgments  of  perfoCTiance  based 
on  what  am  be  perceived  an^^or  judged  professionally  ^out  that 
particular  student.    Bie  creative  development  predesigned  project 
helps  staff  get  to  know  what  creativity  means  to  each  student  and 
provides  a  basis  for  giving  further  fee^ack  in  an  individual 
manner, 

The  in^vidually  negotiated  project  in  creative  development  gives 
the  student  a  ^ance  to  exercise  creativity  as  a  skill  to.  be  i^ed 
in  es^loring  the  possibilities  of  any  sitojact  he  o^she  chooses. 
Whereas  the  predesigned  project  treats  creativity  in  many  different 
situations,  the  second  project  tends  to  narrow  in  on  a  particular 
topic  area  or  skill,    While  EBCT  does  not  push  "art  for  art's  sake," 
tte  program  does  encourage  students  to  use  this  project  as  a  way  of 
es^Joring  particular  modes  ,©f  creative  eKpression  of  interest  to 
them.    Exanples  of  projects  negotiated  by  students  appear  in  the 
following  display  * 
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Appmndix  A  (Crmativm  DBvelopmnt) 


EXAMPLES    OF    CREATIVE  DEVELOPMENT 
PROJECT  TOPICS 


Mvmnsad  Waldlng  Teohniquei 
ttg  Art  and  Histoj^  of  Jatlk 
C^inst-Maklng  at  Sunn  Husia 
Candle^l^lng  '  ^ 
Ae  Cara  and  Fea^n?  of  totiquas 

Qiildren'i  Ljr^aratiifa 
Canisi  and^Caf tooning 

Creative  ptvalopBent  at  Art  Center  Wast 

Decofatihg  Iggs 

Drusis 

Vour  Talent  Togatiier 
Bie  Hatsioniea 
Housa  Fra^ng 
Interior  DeesratiDn 
Landscapa  Painting 
Laathercraft 
The  Hiraala  Worker 
Painting  ©f  Various  Surfaaes 
Petali  and  Oioms 
ISam  Photography 
Shop  Proeedures:    Gun  C^inet 
Toi;^naniant  Karate 
Water  Vapor  Trwii  miss  ion 
Woodihop-HaEe  Conitruotion 
Writing  Scienea  Fiction 
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LIFE  SKILLS  ARIA:    CREATIVE  DEVELOPMENT 


STUDENT  NAME 


EMPLOYER  INSTRUCTOR 


PROJECT  TITLE 
EMPLOVER  SITE 


Recognljing  Creativity  In  New  Nays 


LEARNING 'MMAGIR  RATIWLE/ASSESSMENT: 

This  prsjeut  will  acquaint  ysti  with  tho  ar^^tiv^  process^     You'll  ,Le^rn  to 
r&cognizs  cJts^tivity  in  yourssKt  in  othots,  j/ief  in  tI\Q  world  ground  you^ 
In  Addition  Co  do  fining  ^nd  idmntiiying  ctuativity  t  you  will  sng^'jQ  in  d 
cF0Mtiv^  nativity  of  your  ahoico* 


STUDENT  RATIONALE  I 


STARTING  DATE 
TARGET  DATE 


DATE  RECEIVED  _ 

IRS  CIRTIFIWION 

CRITICAL  THINKING 
WRAP-UP  COMPLETE  ^ 

COMPLETION  DATE 


PROJECT  EVALUATION  I 


RECOMMENDATIONS 


\ 


\ 


< 


ERIC 


o  'X 
«/  «j 


ACTIVITY  1 

OATI 


r 


RISOURCES 


PRODUCTS/CRITERIA 
Unlmms  QthmiviMe  spmaiiimdi  pitQductB  and 
critsris  will       nogotis^sd  with  your  LM 


Defina  cteateivlcyi 

A.    In  your  own  words*  write  &  definition  ef 
what  creativity  peans  to  you.* 

1*     tdisnti^  coeaon  thinga  in  the  qowimity 
that  show  creativity^    How  do  theie  things 
fit  into  your  definition  of  creativity? 

i 

*Nal^ful  hint  for  dmfinitiOns 

Idat  tan  things  you  thiiUt  ,^r#  crs^tivm^  On 
afiothsr  she^t,  list  wor^  thst  appiy  ts  mil 
Cdn  prsati^  things  •     fry  to  u#e  Chose  words 
in  your  munition. 


Your  past  experiencee 

Photographs  froa  niaya^ingg  or 
nswipaperi 

^g.  eopimimity  at  large 


I 


A  well^written  definition  of  creativity 


A  collection  (collage /  scraj^ooki 
photographs  I  etc.)  of  exanples  of  creativity i 
include  a  caption  for  each  that  explains  how 
it  fits  your  definition  of  creativity. 


EVALUATION 


ACTIVITY  2 
DATI  . 


Apply  yom  definleiGn  of  creativity  to 
eh«  loll owing I 

A,    An  siaifipli  sf  creativity  that  has 
improved  business  on  your  job  sita 


B.    A  c&siBsrdial  product  that  you  think  is 
creative  (ei^ldin  what  is  creative 
about  it) 

An  advertisement  that  you  feel  is 
Qreatii^  (explain  why) 

D*  pieces  of  recognised  art 


EVALUATION 


Er|c 


RESOURCES 


T 

I 
I 

t 


PRODUCTS/CRITERIA 

UnifffS  Qthmiwlsm  specifimdi  ptoductB  And 
gficgfia  will  bw  negotiated  wj  eh  your  LM 


Employer  site 
Librazy 
Mafaiines 
Television 
Employer  instructor 

Art  gallefiei 


A.    Develop  an  advertisesant  for  this  eicaii^le 
of  creativity  and  have  it  evaluated  and 
certified  by  your  ei^loyer  instructor^ 


fJ"  Certification 

A  written  statement  that  describes  the 
product  and  ascplains  why  it  is  creative 
(to  be  si^^tLed  to  your  learning  nanager) 

Bring  in  the  ad  and  orally  explain  to 
your  isarning  manager  why  it  is  creAtivt^ 

Aik  the  gallery  or  Eiuseua  attend^t  to 
certify  that  you  can  tJ^lain  how  two 
pieces  of  art  fit  your  idea  of  creativity. 


C&rtiflsstion 


Title 


m 

H 


n 

11? 
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ACTIVITY  3 


T  ■ 

! 


REi»OURCES 


Vsm  Uis  sraatlvtB  process  bath  for  bi^ln@tit 
md  for  pl^m9wem% 

hi    ^QQss  ^  lifeualiofi  on  an  e^loyer  site  thac 
qsuld  bs  creatively  i^roved, 

1^    Prqpote  tiiree  elteFnatlves. 

ielaat  the  one  you  think  will  betti 
ieprom  the  situation. 

3.     Disoyss  yoiur  shoiee  and  your  reasons 
with  yie  eBployer  instructor. 

SeleQt  a  creative  It  I  sure  %im  activity 
that  you  can  do^ 


E^ioyer  sitg 

Iff^loyer  insbructar 

Library  reiour  ei' 

hits  and  orafts  ^tmpm  ^nd  booki 

Atta&hMnt  1 


PROQUCTS/CRlTfRIA 
Unimsm  oth^i^ise  specified,  pweduGtM  snd 
criteria  will  bm  nfegoeiaeed  with  gout  LM 


1 


A. 


A  written  itateraent  of  the  situation 
followed  by  t^ree  alternati^s  (signed 
by  the  e^loyer  instructor) 


EVALUATION 


completed  Attayhiaent  1 


i 
i 


^  ^  4^ 


-  PRODUCTS/CRITfRIA 
Uhlass  othmiwiss  BpeeiUmdi  produetM  4nd 
tmrl m  briJl  jba  nsgocisted  with  your  LM 


h*    think  «boy£  how  it  tml%  ts  create 
Bthinf  i 


1.  htm  you  a«clifi«d  with  your  pct^duct? 

2.  What  skills  did  you  mml 

Is  there  roas  far  iB|»roviAg  these  «klili?i 

4^     iB  there  a  step^hy^step  creative  prsoesa? 

i.    Where  and  vhen  does  creativity  take 
piaqe? 

6.     PescrihA  youneif  as  a  greative  person. 

Mread  your  definition  from  Activity  1  and 
rewrite  it  if  this  project  has  ^asged 
yo^  ideas. 


Products  and  resourcei  from 
Activities  I,  2,  and  3  of  this 
project 


EVALUATION 


Diicuis  quastisns  one  through  five  with 
your  learning  B^n^ger  for  certification. 


LM  Cet 


cacion 


A  rewritten  definition  or  an  additional 
itateiwint  that  you're  satisfied 


hi 
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CURRICULUM  S  INSTRUCTION 


Attachment  1  ( Creati  ve  Devel Qpmen t) 
ACTIVITY  SHEET 

Sel&et  am  mcr  .  ^cy  from  ea_eft  of,  the  following  ^:  oups  and  parti  aipatm 
in  it  m  indicMCmd,  Mmform  you  start,  fill  in  thm  form  at  thm  iottom 
of  th&  prngm  snd  have  ^aur  Immming  mmnmger  sign  it. 


GROUP  ONE 

A.     Spend  an  hour  at  the  Metropolitan  Art  Husemn. 
1.     Visit  the  Conten^arary  Arts  and  Crafts  Gallery. 

C.  Interview  a  local  artist* 

D.  Critique  a  piece  of  art  or  an  ejchtbit. 

E.  Other: 


GROUP  TWO 

A*     Select  a  creative  mediym  and  design  and  produce  something  that  meets 
your  ri«ri  definition  of,  creativity, 

S.     Usiny    before         after"  photographs  *  do  some  interior  room 
decorating  in  a  room  of  your  choice. 

Design  a  detailed  plan  to  physically  improve  the  EBCE  learning 
center, 

D.     Other  I  


GROUP  THREE 

A.  For  your  product  from  Group  TwOf  keep  a  record  of  all  costs  and  how 
long  it  took  you;  create  a  detailed  marketing  plan  for  your  product. 

B,  Create  an  advertisement  for  your  product  or  interior  decorating  or 
whatever;  include  prices. 

,C.    Other 1      _  _ 


I  have  chosen  to  do  the  following  activities 

GROl^  ONE:      .-  _  ■  

GRDUP  TWO  J    '   ' 

GROUP  THREE  I   ^  

My  products  for  these  activities  will  be 


My  target  date  for  con^letion  is 


Student  Learning  Manager 

«^   
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V  Appmndlx  A  (Critical  ThinAiiiff 

OBJECTIVES    FOA    CRITICAL  THINKING 

-  ^  _   ^   1 

Outcome  Gg3l_^    Studmnts  will  IncrmAsm  tteir  ability  to 
gm.^mr,  miAlyme  and  intmrprBt  informMticn  and  seaJt  solutions 
to  problmim  *  % 

Lemrning  Obj^atives  ^    StudBnts  should  be  nblm  to 
J.    identify  a  p  ^oblmm  or  issue 

2,     gather  and  sort  information  xelated  to  the  prcblem  and 

a,     reaognize  ttat  statistics^  observations^  Imnguage 
And  fmmlings  are  different  types  or  ijifornHtioji 
tftat  form  the  bmsis  of  our  knowledge  about 
si  tia  tio.Jis 

b*    bs  able  to  mderstMnd  different  types  of  informAtion  . 
as  aomnon  limguage  rmvher  than  mgstiaBl  jargon 

3*     interpret  information  related  to  t?je  problem ^ 

reoogni zing  /tile  impaat  of  biases  both  in  the  data  and 
in  thenmelves 

4,  develop  a  variety  of  alternatives  and  define  a  coarse 
of  motion  in  relation  to  the  problem  Of  iBEue 

5.  etraJuate  the  results  of  their  actions  and  be  prapared 
to  take  an  alternative  wurse  of  aotion  to  deal  i/lth 
the  problBm  or  issue 

\  ' 


EBCE'S    APPROACH    TO    CRITICAL  THINKING 


Critical  thinking  is  the  womt  "basic"  of  tha  Life  Skills,     It  is 
ii^rtant  in  EBCT  L^^eai-tsa  it  sarves  as  a  logical  way  of  organizing 
tola  various  learning  procesees  students  encounter .  Learning 
obHectives  for  critical  thi^.^king  describe  a  set  of  problem^solving 
techniques  to  help  students  better  manage  their  own  learning  both 
while  in  the  prograw  and  throughout  their  lives  * 

All  negotiation  carried  on  by  the  student  with  staff  and  coimnunity 
adults  to  Bets^leaming  goals  and  plan  activities  gives  the, student 
practice  in  optical  thinking  and  provides  an  ongoing  means  of 
encouraging  and  measuring  tiiat  practice*  As  students  schedule  and 
nanage  their  learning^  they  furttar  exercis..  critical  thinking  and 
give  staff  n^y  chances  to  evaluate  them  in  ttiat  ski^l. 
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In  conferenGe  with  program  staff,  students  assess  their  own  abilities 
and  intaraats,  identify  specific  areas  needing  work,  set  goals  and 
m^k^  plans  to  achieve  specific  skills  and  knowledges,  evaluate  the 
resulta  ^of  their  learriing  Bnd  make  new  plans  based  on  a  reassessment 
of  toeir  interests  and  abilities  in  light  of  what  they  have 
es^erianced* 

Because  of  the  in^ortance  of  critical  thinking  to  everything  they 
will  do  whilfi*  in  the  program^  students  are  ejected  to  begin  th#ir 
prograffi  year  witii  a  predesigned  project  ^ in  that  area.     This  project 
gives  students  initial  es^eriences  in  EBCT  lea.ming  Uiat  involve 
not  only  practice  in  critical  ttinking  generally  but  also  application 
of  that  skill  throug^i  orientation  activitid^  related  to  project 
design,  use  of  enployer  sites  and  other  program  strategies  and 
resources.    Students  may  receive  credit  for  a  second  project  by 
conpleting  "critical  ttiiAing  wrap-up  activities"  for  each  of  the 
other  projects  they  do  during  the  year.    Otterwise,  students 
individually  negotiate  their  second  project^  in  this  area  (see  ' 
sao^le  topics  displayed  on  tiie  following  page)  ,  ' 

Students  gain  further  practice  in  critical  thinking  as  they  go 
through  the  procedijres  required  to  idsntify  and  refine  their  career 
interests  by  selecting  career  exploration  Md  learning  level  sites. 

for  additional  discrBsion  of  critical  thinking,  see  '*'Career 

l^jj  .  rations page  113,    and  the  Project  Writing  Guide  displayed  in 

"Projects,"  pages  229-232, 


s 
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Appendix  A  (Critiml  TMnkim 


EXAMPLES    OF   CRITICAL  THINKING 
PROJECT  TOPICS 


Mreraft  Systeiis 
Caimsaling 

iKtra-Sensory  Pereaption 
French 

IntTOdUGtion  to  Truck  Driving 

Lvsi^r  and  Merchan^sing 

Harriagi  Project 

HBtropolitan  tofaulanca  Coi^any 

HDtivmtien  far  toreer  Success 

Twt)^  Undacaping 

Portland  Internationa  Racaway 

Product  Development  in  Educational  Research 

Smith  Air  control 

Smith  Air  Control  #2 

Testing  »thods 

12  Horsepower  Kohlar  Engine 

imat  It^s  LiXe  to  be  Blind 

Witchcrafts     Its  Cohtant  and  Its  Validity 
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LIFE  SKILLS  4REA:    CRITICAL  THINKING 


EHPLOyER  INSTRUCTOft 


PROJECT  TITLE 
EMPLOYER  SITE 


Critjca]  Thinking  Procgsij,  (CEJ?  Oritntation 


LEARNING  KAHAGER  RATIONALE/ASSESSMENT; 

This  project  is  d^Mitjnud  to  introauce?  you  tu  c^e  crita:^!  thinMin^  prou^^s 

yhiitf  orisnting  you       the'  (CE)  ^  proiji^m.  You  wi  ll  lt>jrn  wh^t  j  proJi?ijt 
13  ^n  i  hew  to  Lffigr'  cin^ , 


STARTING  DATE 
TARGET  DATE 


STUDENT  RAT  I  WALE; 


DATE  RECEIVED 
ERS  CERTIFICATiuN 

CRITICAL  THINKING 

Um-UP  COMPLETE  ^ 

COMPLLTiOH  DATE 


PROJECT  EVALUATION: 


RECOf«£NOATlONS: 


ERIC 


1  RESOUfiCES 

DATI 

1 

^^vlliarize  ysi^selt  with  the  vho  ^nd 
whdt  of  {SJ  2  - 

A,     NasBS  and  psaitioni  of  staff  and  haw  they 
work  together 

Attach^ntg 
(CEI^  staff 

8.      RisQUjfCii^  (humian  and  ^cddgaLc)    locdted  in  the 
Isiiifning  cgnte?  (^yt*  AttachmenC^) 

Student  Hdn^oek 
K^turniny  atiidents 

Use  of  the  coi^jter  terminal 

CoE^utgr  tarminal 

EVALUATION 


PROEXiCTS/WITERIA 
£/nle#s  QtherwiMm  spesifiedf  prsducLM  ^nd 
erit^ti^  will        nQgotiatrnd  with  your  LM 


n 


A  diagrsffi  of  ICS) 2  staff  organisation  vith 
a  short  descriptive  stateff^nt  of  each 
poaition  and  tht  namg  of  thg  person  filling 
thdt  positian 


Si 


Using  Attachments  1  and  2,  show  the  location 
of  reiourees 

CIS  eomputer  printQUt  dertified  by  learning 
resource  ipecialiat  or  ta^lnyer  relations 
^pecl^lilt 


i.RS  or  ERS  C^ttifieMtiOn 


5d2 


ACilVETT  1 

mn  


RESOURCES 


PROOUCTS/CRITERIA 

Unisys  QtTi^rwis^  spt^cifimd ^  pteducts  ^nd 
cFitvtls  will  be  neyotidt^d  with  yout  LM 


underitand  th#  rol«cionahip  qf  (CE)2  to 
the  ^^Btnlty: 

A.     Usini  a  lilt  of  Qurtsnt  eaplsytr  sites , 
group  those  sites  eeeordini  to  the 
ocov^^tion^l  clusters  on  the  back  of  yciur 
Esp 10 ration  Package. 

1.     Ei^lAin  pyrpose,  activities  and  people 
involved  {inoludihg  st^d^ntal  in  the 
reoruiting*  training,  and  maintenance  of 
the  eaployer  natworli, 

C.     In  your  own  words  dascribe  the  C^j  2 
Coa^teney  progras. 


Describe  in  writinf  the  relationship 

between  C^)^ 

1.     Tigard  Sigh  Sch  ^  2 

2«    lior^west  Regional  Eduoaci^al 
La^raton' 

3.     (CB) Beard  of  Directors 


List  of  Gmployir  sites 
Esslciration  Package 
E^l^er  ralati^s  specialist 
Earning  resource  specialist 
ICE)  2  Kan^ook 
ComaiLyiity  sitey 


A.     List  of  enplayer  iltes  ground  by  secupation 
cli^  teri 


Certi/i cation  of  staff  ^s^r 


C,     Discussion  With  learning  resource  specialist 


LM  Certification 

D.     h  well  Written  and  detailed  essay  showing 
actual  relition&hips 


EVALUATICW 


ERIC 
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ACTIVITY  3 

mi   

Cdfeert  and  ICE) 2^ 

A,    List  youi-  first  throe  choices  for 


complete  yOxii  fifit  Explsratiyn  Paekdge 


I-^     Explore  tifjns 
2»    Learning  levels 

4.     Skiil  building  levels 

Coaplet#  4  task  shast  for  aetion  lonys  1 
4nd  2  ^d  discuss  ycjiiT  pldn  with  your 
learning  Byiniger,     Ej^l^in  the  impgrtanes 


EVALUATION 


Er|c        5  l  b 


HISOURCES 


Emiiloyer  relations  apfejlaList 

CIS  printQUt   itiom  Activity  1) 

Employer  site 

Epp layer  instructflr 

EjCplor^tiOn  patfcagg 

S  % Ucfen t  H^n^ook 

T#sk  sheet 

Ti^  Tr4tB  by  8*  Alge  H^cKenziej 
Chapters  1-4 


PROOUCTS/CRITIRIA 
UnleMS  oth^rviM^  sp^eifimdi  prsductm  snd 
critmfis  will  be  negotiated  yith  your  IN 


k.     List  Qf  three  explsr^t ions  with  antislpattid 
d^cas;  site  plscti^nt  sllpi 


CertifieMtJon 


EliS  CmrtifSmtiOn 


LM  or  ERB  Csrtif Jeatien 


D.    Completed  task  sheet  and  disqussion  with 
lea^in^  s^a^er  ysphaaizin^  the 
ispoftanee  of  tiiae  ifAnageeent 


ACTIVITY  4 
WTI 


Re^d  at  anc  sther  predesigned 

project         two  learning  level  prejeqts. 

C^lng  the  Project  Writing  Guide ^  write 
A  pro  jits  t  for  yQUfself 


HOl^?  The  Projm^t  Writing  Quide  is  displayed 
in      re jt*et^ , "  pdqms 


iWlUATIW 


ERIC 


f  4  ■» 


RESOURCES 

 =  =  

r  PRODUCTS/CRITERIA 

h,     Di^cu^sion  with  ieaiTjin^  R^nager  of 

prQ^^ct  p^rts  Slid  fyflGti-Sns 

FrqjeEt  Writing  Guide 

B,     A  Well  written  pfojeet  and  discysiign 

PrtJgiignsid  prefects 

with  learning  manager 

Learning  BSdnager 


a 

N. 

H 

CO 

01 

0 

ft 

*W 

N 

Q 

n 
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Attachmtnt  1  (Critical  Thinking) 
(CE)2    LEARNING    CENTER  RESOURCES 


Active  employer  list 
Acti^ty  File  ' 
Blaise  projeet  forms 
Cameras/ film 

Career  development  infQ«natinn 
College  loformktion  File ' 
Competency  certifiers 
Conputer  terminal 
DiGtionary 

Exploration  P^^^ages 
Gas  reinbursBnfent  forms 
ILA  materials 
Learning ' Ob jeotives 
Learning  Site  Analysis  Forms 
Magazines 


Master  Record  Books 

People 

Phone  bock 

Predesigned  projects 

Pro  jeet/ Journal  Tum-In  Point 

Projection  equipment 

Sign  'in/Sign  out  sheets 

Student  Personal  Files 

Student  Record  Books 

Supplies  (glue,  etc) 

Tape  recorders/tapes  - 

Time  slips  . 

Transportation  requests 

video  tape  equipment 


;  ■ 
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Employtr  | 

Student  |Leaming  I  Relations  i  Learning 
Coordinator  I  Manager   |  Specialist*  Aide 


Quiet 
Study 


Learning 
Manager 


LEADING    CENTER  C0M^K3NS 


Efjuipmtk^t 
R^souraes 


Quiet 
Study 


Eniploi^er^ 

Learning 

Clerical 

Relations 

Resource 

Assistant 

Special  1st 

Specialist 

Computer 
Terminal 


RBSOUrCQS 
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'  Ap^ndlx  A  (Fmational  Citizenship) 


OBJECTIVES    FOR   FUNCTIONAL  CITIZENSHIP 


Outaoum  Goals    StudentM  ^ill  inaremsB  thmlr  mdQ^Btmndlng  mnd 
mppllamtion  of  dmma^mtia  proo&^smB  in  IntB^perBonal  mctions 
mid  in  thm  privrntm  smator  as  wmll  as  In  loaalf  state  mnd 
fmdmral  govmmmnt. 

Lamming  ObieativmB ^    Student  Bhould  be  sblm  to 

i*    dmmonMtMtB  ttmt  they  mderstmnd  the  prinoiple&  of 
dewocMoy  by  aompmring  the  activities  of  indlvi duals 
and  private  or  pvblia  iiwtitutiQrm  to  those  idealB 

2*    explain  and  give  mxamples  of  strategies  for  soaial 
and  politioal  changra  / 

J.    analyze  how  mymtewm  of  govmrnanae  aome  into  iaij^griii^--'-^^^ 
and  identify  the  aMMtmptionM  on  whi^  thoB^mffstem 
are  based 

4t    demonrntrate  an  mdermtanding  of  the  Btructure  and 

funatlonM  of  the  three  bran^es  of  American  governnmnt 

5,  imdeKtmnd  and  give  examplem  of  hm^  deoiBlonB  arm  tmde 
and  carried  out  at  variouM  levmlB  of  governance 

6,  develop  a  famliarity  with  the  American  tax  system  so 
that  they  can  identify  its  main  purpome^f  sources  of 
inaonm  And  uses  of  monies 

7,  shmff  through  the  us  a  of  exampleB  ^  an  unde^tandlng  of 
^ej  distribution  of  poimr  in  Anmrican  government 

8,  mnalym  the  ways  in  which  laws  are  made  mid  enforced 
in  a  demaracy 

9,  analym  the  operations  of  organiMtionB  of  their  ^oice 

10^     understand  why  participation  and  responsibility  are 
necesBary  in  a  demoormtic  Bociety 

II,    identify  in  what  ways,  dtimenB  can  participate  in 
their  government  and  'society 


CURRICULUM  B  INSTRUCTION 


EBCE'S    APPROACH    TO    FUNCTIONAL  CITIZENSHIP 

mm- 

Ihera  is  little  queition  that  an  increased  awareness  of  gevarnment 
and  the  raiponaibilities  of  aitiienship  is  hi^ly  benefiaial  both 
to  th©  studint  and  to  soaiety*    LeaWing  objectives  for  this  area 
atreea  tiiat  to  be  truly  "f unotioning"  eiti^ensr  studants  must  be 
able  to  Qomblne  an  understanding  of  how  theix'  government  works  witdi 
the  aotual  exercise  of  demooratie  pyineiples  in  their  day-to-day 
aati'vrt.tias,  ,  * 

Ntgatlatlon,  Accountabnity  and  Citizenship 

^^ile  in  EBCT  itudents  enoounter  a  variety  of  learning  situations  in 
whidi  their  mm  efforts  will  lead  them  tP  discover  the  role 
eltizenahip  can  play  in  making  them  well*rounded  mentoers  of  their 
local  coimtmity  and  of  society  in  general*    Sia  negotiation  process 
through  whii^  students  pMticipate  in  designing  their  iniLvidual 
learning  plans  is  one  tediniqua  that  introduces  students  to  tile 
relationships  between  rights  and  responsibilities  as  they  work  with 
staff  to  set  goals  and  evaluate  their  own  performance. 

^a^lT  corollary  to  the  negotiation  process ,  tte  Student  Accountability 
System  defines  what  is  ea^ected  of  students  ^d  helps  them  perceive 
tiie  consequences  of  tiheir  own  actions ,  thereby  encouraging  them  to 
be  responsible  for  planing  their  own  learning  progrMis  and  for 
coor^nating  their  dally  activities*    Students  also  have  a  chance  to 
participate  actively  in  IBCT  ttirou^  nisRiarous  kinds  of  meetings  held 
to  discuss  a^eriences  and  criticisn^  of  tiia  program  and  to  solve 
variouB  pr^^©:p(is  related  to  their  leairiing  plana*    Each  student's 
"citizenship  role"  as  an  EBCE  participmt  is  also  discussed  at 
regular  staff  meetings  in  whi^  staff  share  observations  and  discuss 
the  kinds  of  feedba^  individual  students  need* 


Competancies  Ralata  to  Cltlzanshlp  -  '  . 

Five  of  the  thirteen  eonpetencie^  relate  directly  to  citiienship 
objectives  s 


Nufifeer    4'     file  state  and  federal  income  taKSS 

Nuntoer    Bt    participate  in /the  electoral  process 

EJumber    9i    understa.nd  the  basic  structure  and  function  of 

local  government 
Hujsfcer  10 1    es^lain  your  own  legal  rights  and  responsibilities 
N^tber  111    m^e  appropriate  use  of  piislic  agencies 


0 
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Mppmndix  A  (Fmational  CitiEmnship) 


Projects  Focus  on  Govirnment  Form 

iha  predasignad  p^rojeGt  in  funetional  eitizenship  asks  students  to 
reflect  on  the  nature  of  deaooraey  and  otiier  govarnmantal  forms  of 
deciS'ian  Mking.    it^rients  than  examine  toeir  own  roles  in  decisions 
that  are  made  about  the^elves  and  peopla  arotmd  teem*    As  they 
examine  real  situations  students  foaus  on  specific  social  problems 
of  interest  to  toera  and  discover  ways  in  whi^  they  ean  become 
involved  jpersonally  in  affeoting  social  and  politioal  diange,  Ttim 
while  wa  reqid^re  that  students  learn  about  eitizenship  and  politics 
on  a  national  laval  we  also  es^act  them  to  "leara  by  doing"  thiough 
testing  out  citizenship  roles  available  to  tham  directly  in  their 
local  conniunity  and  in  tiieir  daily  lives  as  students  in  EBCT* 

Ihrough  tiia  predesigned  project  students  My  take  ttie  step  from 
passive  observation  t6  active  participation  by  joining  social  or 
political  groins  of  toair  choice  and  toy  looking  seriously  at  the 
"govammental"  structures  of  organizations  of  all  kin^.  Including 
those  of  specific  employer  sites.    In  teis  way  we  hope  tiiat  students 
will  perceive  how  they  as  indivi'&uals  cmn  become  involved 
meaningftilly  in  social  and  political  ^anga  and  how  this  involvement 
inpact^  their  career  and  lifestyle  experiences  * 

Individually  negotiated  projects  usually  relate  closaly  to  the 
student's  examination  of  various  occi^ations  and  bring  the  student 
into  direct  contact  with  a  variety  of  social/political  activities 
in  the  local  coimunlty.    One  student  might  be  seeking  a  career  in 
social  work         so  begin  worL  on  a  project  that  examines  the  role 
of  volunteer  workeiB  in  social  agencies i  another  student  intarasted 
strictly  in  a  craft  like  sheet  mtal  fabrication  might  dioosa  to 
examine  the  imion  structure  as  it  relates  to  that  tadinology. 
Sables  of  project  topics  negotiated  by  EBCT  students  appear 
on  the  following  page- 
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CtmRlCUWM  S  INSTRUCTION 


EXAMPLES    OF    FUNCTIONAL  CITIZENSHIP 
PROJECT  TOPICS 

Abort i©n**Pros  and  tons  - 

lohol  In  forma  tion 
Altematiimi  Work  at  Piablie  Ds fenders 
Am  Thm^B  DifieMnt  Ways  of  Being  "A  ^od  Citizan"? 
Bslng  a  Clalins  Adjustar 
CSiild  Abusa 
Cowieling 

Biaergsncy  Hediaal  Gaining 

Thm  FBI  and  War  Against  Orgwized  Crin« 

fliost  Ibwna  ij%  the  West  * 

1 

Helping  With  a  Scout  Troop 

Investigation  Techniques  at  Public  Defendar^ 

Joshua  r/  A  Qiild  of  the  World 

Juveniie  DelinquenGy  and  Juvenile  Rights 

J^enlla  Rights  and  the  Law 

^e  Law  and  GBim  Management 

Local  Preced^es  tow  Road  Improvements 

Opa.ifating  and  Maintaining  a  Small  Business 

Security  Patrols    RaspOTSibili ties  and  Limitatione  of  an 
Officer  I  ,  , 

Iftldarstan^jig  the  Organisation  and  Advantages  of  the  Armed 
Services 

tftiionE"*^eir  History  and  Organization 

U*B*  Amy  Recruiting 

A  Volmiteer  Wprker  at  Outside-In 


LIFE  SKILLS  ARCAr  FUNCTIONAL  CITIZENSHIP 


STUDINT  NAME 


EMPLOYER  INSTRUCTOR 


PROJECT  TITLE 
EHPLOYIR  SITE 


Role  As  a  Citizen 


LEARfUNG  MANAGIR  RATI0NALE/ASSiS5M£NT: 

This  project  iss  doMignsd  to  mko  you  ^w^^^  of  t/)M  form  uf  ^^ovarnwnt  in  Amuric^, 
Whilu  cowplQting  it  you  will  l^4rn  mpit    *  uut  yovQimi^mt* ^  role  isnd  t/je  w^yM  in  which 
it  atft^iJt^  tjQut  iift?.     Yqu  Will  ttlso  ht   ^  Jn  apportmitij  to  pdicieip^tii  in  Mom^  form 
nt  ■iQvernttisntal  [itoua^H, 


STUDENT  RATIONALE^ 


STARTING  DATE 
TARGET  DATE 


DATE  RECIIVED 

ERS  CERTIFICATION 

CRITICAL  THINKING 
WRAP-UP  COHPLITE  ^ 

COHPLETION  DATE 


PROJECT  EVALUATION: 


RECOffiENDATIONS; 


ACTlVm  1 
DATI 


RESOURCES 


PRODUCTS/CRITERIA 
eriteFim  will  bm  nsgotistmd  with  your  LM 


i 

i 


3 

n 
I 


Why  HAym  GD^en^nent? 

Hfica  a  lisc  of  qutsClans  desired 
to  colleet  id^as  find  opLnioni  4iboyt 

Infeerviav  thrse  adults  In  the 
qomstmity..    Ask  yoy^"  questions  and 
retard  th#ir  answers. 

C>     Based  en  the  infOrByktien  ypU  have 

^llected  and  yaur  own  thoi^hts^  wfibs 
your  answer  to  the  quest iqhi  '^Why 
havQ  govsmment?** 


D.     Discuss  governance  on  the 

efliployer  site  with  your  employar  initryotor^ 


pesyribe  ^e  Vole  you  play  in  decisions 
about  yourielfi 

1,  at  your  job  sice  « 

2.  at  the  learning  center 
J«     at  your  home 

i 

4.    with  friends  \ 


Adults  in  the  cQ^imity 
liiployer  instructor 
P^^rents 

Vi$M  institution 

Tlie  {CE)2  eo^p^tency  on  voting 
^a^tency 

GovernR^nt  and  political  seienee 
Cex^ooks 


A^    A  list  of  q^stions  designed  to  collect 
speeifie  information 


fi.    Tape  or  written  record  answers 


C*    Vour  written  statenentf  to  be  diicussed 
with  tha  learning  inanager 


ui  c^ttification 
p.     Discuss ion  with  employer  instructor 


£T  CertifieMtion 
Also  share  the  information  with  your  LH 
E.     Discussion  with  your  learning  manigef 


EVALUATION 


ERLC 


'5 


ACTIVITY  2 

mi 


MekmQt  an  of  i^lal  eoii(^rn  And  investlgiita 

it  in  a  syieenatio  Banners  Ba  si^e  that  ysur 
investigation  €ov«rs  th^  foll^rfing  qu^stionis 

A,  Whdt  is  thtt  "preblea"? 

1.  What  are  its  eauses? 

C#  Mho  (people  or  organi lacions)  4s  i  /rjlvod? 

0.  How  did  ttiey  get  involved? 

1^.  How  is  the  governRisnt  involvad? 

F.  in  what  ways  can  a  private  citizen  ' 
heqoin^  involved? 

G.  I^at  afy  you  qting  to  do  a^sut  it? 

H.  What  must  happen  in  order  to  '*riolve"  the 
pfoblefli  or  i^foVe  the  situation? 


RESOURCES 


yellow  pages  of  Learning  Resouregs 

Chinook  Centrex  (Portland  aocesi 
direotory) 

Telephone  directOEy 

Lobby  groins 

Ef^loysr  instructor 

iCB)2  Staff 

NewopMpers 


PROOUCTS/CRlTiRIA 

UnleSB  QthaPkfiss  sps^ifimdf  produQtM  ^nd! 
aritsriA  will  bs  n^gotiited  with  your  LM 


h  written  desgription  ef  your  plan  (aubidtted 
before  you  begin  your  inveatigatian) 


LM  Cartitigation 

A  debriefing  paper  or  discussion  of  the  resylts 
of  your  inveitigation.    Negotiate  the  form  wit^i 
your  learning  manager  before  beginning  the 
ifivestigation^ 

^e  report  will  tako  tiie  form  of 


LM  asttific^tion 


EVALUATION 


th 


s 

s 

N 


as 

t  D. 

(b  It 

8  i 


ERLC 


U  J. 


ACTlVITt  3 

RESOURCES 

PNODUCTS/CRiTERIA 

DATE 

Uiihjss  uthen^ihQ  Mp^sit'ied,  products  And 

ar^turia  will  be  (wgotisted  with  yjur  LM 

i   ,  . 

A,     A  well-writtfin  €§say  that  ^n^wers  thy  ^^eytio^s 

kinds  of  busin^Si  tajtes. 

tiffiployifr  MLt^ 

li^ted^^to  bo  ev^iusted  on  content  as  wdll 
spelling,  gramnkirj  sontence  structure  and 

I,    whrtP  is  chu  purpssg  of  ^achr 

Internal  HyvsJnUc  SMrvicfe 

punct udtiun 

^tate^  younty,  '^d/or  tLty  t^x 

3*     How  J,p  ssch  eoniputgd?  ' 

offices   (iissesSori)  ^ 

4,     Where  does  the  jnoney  yo? 

Employer  i  nit  rue tor 

B.     Identtfy  at  Itast  four  kindg  of  taxes  (other 
thtin  ine^B^  t^sc^s}  whixrfi  you  mi'ght  expe^jt 

rncQRie  Tax  Comi^^tent'y 

Ail  eosuy  sinular  to  prod  get  A  and  dn  indypCh 
di-'?'^ugMion  with  your  iessrninq  ifiJhdyer 

\ 

li     Wh4t        the  pyrpogg  of  each? 

2*     ifow  IS  each  cqlieeted? 

3i     Mow  is  each  sdfnputcd? 

'            4-    Where  doei  the  nen'^y  qo? 

5,     ^  you  undtsrytdnd  and  agree  wit;*  edch? 

ft,     t^Tiat  alternatives  might  you  yuqqeat? 

EyALUAIION 

0  I;  u 


ACTIVITY  4 
DATE  _ 


InveitigaCe  the  ldW3  #fid  ^d^s  th^t  relate 

to  ompioyers  and  gMployegs  on  yoitf  e^loygr  lite; 

A.     What  l^wi  or  codes  4ppl'/  to  yoiir 
esploy^r  site? 

i«    Who  enforees  thsse  regulations? 

WhAt  is  their  inttndgd  pu^poi^? 

D«     D^s  your  employer  instructOf  fey  I  they 
are  serving  that  puifi^ge? 

Evaluate  the  good  and  bad  points  of  the 
oodes  as  you  se^  them^ 

F.     How  do  these  codes  affect  you  as  a  ci t l^eh 
(not  as  an  eii$>Ioyee}? 

How  oan  ineffective  c<xlei  be  changed? 


EVALUATION 


RESOURCES 


Occupatien  and  Safety  Health  Acts 
^(^HA  regulation) 

Legal  office  of  the  employer  site 

Employer  instructoi 

iMions 

Oregon^^  Student  Public  Intercet  Resear^ 
Grou|i  {QSPIRG) 


PRODUCTS/CRITERIA 
Unless  othmr^ism  mpeci f iod f  products  and 
ctlturid  will        nmgoti^t^d  with  your  LN 


Disci^i  these  ^uestionM  in  detail  with  your 
employer  instructor  and  learning  manager. 


EI  Cmrtiiie^titn 


LM  C^r Li  fx  cation 


4" 


! 

H 

hi 


ft.  ^3 

I'd. 

ft 


ERIC 


ACTIVITY  5 
DATE 


Trying  Out  Citizenship i 

A,     Provide  a  qoo4  werking  dyfinition  of 
1.     Define^liit  t^cm  "lobby.** 

C»     Li  it  fi  ve%ixaspl#a  of  eitisan  partieipaEion 
in  the  deci^isn  "BdUc  ing  procp'^j  ae  tlie  local, 
seate  or  najtiortiil  levels 

D*     Explain  why  such  participation  is  essential 
to  a  dattioeracy., 


1,    Work  through  the  attached  AtJtlvity  Sh^et. 


EVALUATION 


eric;,  . 


RESOURCES 


Govmtnttmnt  in  Orggon 

Chinook  Cen^Cg.^  (Portland  acer'ss 
di  rerrtor/) 

Ygllgw  Pages  of  Loarning  RgiiaiirQea 
Em|plt3v*?r  ins  true  tor 
Activity  Sheet 

Oregon  Student  Piijlic  Intoroiit 
Research  Grsup  (QSplRG) 


PROOUCTS/CRITFRIA 
Vnlt'Es  othtsrwis^  specif iwd ,  product m  and 


A.    A  well  thought  out  definition 


B.  A  concise  defj  'itic.n 

C.  A  lilt  of  f ivt  examplea  with  each 
tjicplaineii  in  detail 


Ds     OiMeusgion  with  employer  Instructor  or 
learnin9  (nanager 


LM  or  EI  Certification 
Coroplftbd  Activity  Sheet 


Appendix  A  (Functional  CitizGnshiD) 
PredBSigned  Project 


Attachment  T  (Functional  Citizenship) 
ACTIVrTY  SHEET 

s^L^ct  una  activity  frorn  each  of  the  falluwing  groups  and  participata  in 
it  as  inrticatad^     Before  you  start,  fill  in  the  form  at  th^  faottom  ai 
the  page  and  have  your  learning  manager  sign  it. 


GROUP  ONE 


A, 

Attend 

a 

city  coimGil  meeting. 

B. 

Attend 

a 

school  board  meeting. 

c. 

Attend 

a 

2  board  meeting. 

Attend 

a 

meeting  of  some  other 

(Must  agreed  on  in  advance  with  your  learning  managar. 
Governing  body  selectedt   ) 


GROUP  m 

At  thy  meeting  you  chose  to  attend,  do  on^  of  the  following; 

A,     Speak  on  behalf  of  (or  in  oppositio    ^o)  ^  issue  or  candidate. 

Write  on  behalf  of  (or  in  opposition      )   an  issue  or  can^Hdatei 
Give  a  copy  of  what  you  have  written  to  the  chairperson  of  the 
meeting* 

GROUP  THREE 

A.  Attend  and,  ^r  participate  in  a  lobbv  ip^ 

B.  Work  on  a  referendiun. 

J*  Help  conduat  a  political  poll. 

D.  Ptirticipate  in  organizing  a  candidate  fair. 

E.  BecoiM  involved  in  a  precinct  levy. 

F.  Write  a  letter  to  the  editor  of  the  nnws'^aper  and  gr'    it  pi^llshe'-L 


I  havi*  c^c  Hjn  to  do  the  following  activities  i 

gROUP  OMEj  /.  

GROUfc^  TWO:     _    _   _  _ 

nmOf  TOREE:   ^ 

The  product  (s)   for  th.^se  activities  will  be 


My  target  dat,#  for  eocipletion  is 


Student  Learning  Mmnag^r 
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Appenclx  A  (Pmrmonal/SociAl  rnvBlop^nt} 
OBJECTIVES    FOR    PERSONAL/SOCIAL  DEVELOPMENT 


OutaomB  Goalt    Stu^nts  will  inaremMm  their  ability  to  imdmrstmnd  and 
macmpt  rmspoi^ibili^  for  self,  pmrsonal  behmvior  and  e/Acto  of  aations 
and  attitudms  on  athmrs. 

Lmmrhing  ObjmatlvmBi    Stu^nts  Mhould  hm  sble  to 

1.    describm  tftama  -  *  by 

a*    idmntifyln^,  m&mBBing  And  using  pmrsQnml  information  to 
bring  afc^ut  persmml  growth  and  dsvmlopnmnt 
dmmnstrmtlng  a  yomitivB  smlf^imge 

2*    dmmon^trate  smlf-dirBotion  and  rmsponslbllity  by 

a.  aoping  &ff0ativmly  with  dally  tmi^ions  ajid  preBBurss 

b.  initiating,  motion  to  further  pm^onal  growth  and  d&vmlopnmnt 
a.    making  their  a^n  dBoisionm  and  titoims 

d.    setting  rmalistio /learning  and  life  goslM  with  a  minimum  of 
BtrmsB 

dmmaribing  and  iming  Btratagims  of  deoiBion  nmking  in 
det&rimning  cc*r^as  of  action  and  goals 
evaluating  dBaisions  smd  their  mnd  reBultB 

und^zsfcanding  the  aonBBgu&ncBB  of  their  behavior  in  relation 
to  thmm&elveB  and  othmrff 


3/  dmal  pomitively  with  human  sexuality  by 

a*     mderBtanding  tjw  nmle/feiimle  roles  as  they  develop  in 
saaieties 

b.    escplaining  the  role  of  femaleness  and/or  iiialmnBSS  in  tezro 

of  their  personal  development 
a.    tmdsrstmiding  tAe  effeatB  of  human  sexuality  on  determining 

thmir  goals  and  courses  of  ao^on 


uB^  perBanal  inforn^tion  for  entering  into  and  maintaining  ^Jfeotivm 
i:%terpermonml  rmlatiomhi^  by 

a,     describing  Individual  Md  group  behavior  in  nonJudgmBntal 
ternm 

b*     den^nBtrmting  xnsm  i^m^nt  in  group  p  wrasses        talking , 

listening  and  io  ^^riiig  at  other  group  mntBrs 
a.    liatmning         oontrlbutlng  in  indlviaiMl  or  group 

dlBctmslons  without  interrupting  or  dominating  the 

intermation 

d*    agwei^lng  and  disagreeing  with  mmbem  of  a  frioup  without 
aQmonstrating  hostility 
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CUmiCULUM  B  INSTRUCTION' 


EBCE'S    APPROACH    TO    PERSONAL/iOCIAL  DEVELOPMENT 

As  a  lifa  skill,  personal/social  davelopmant  deals  witt  what  is 
parhaps  education's  most  genaralizad  and  least  measur^le  purposes 
that  of  promding  students  wito  resources  and  es^eriences  to  help 
them  devalop  ^d  refine  their*  attitudes  toward  themsalvep  and 
society.    In  supporting  the  student's  personal/social  development 
EBCT  draws  hea^fily  from  toeories  that  say  personal  growth  is  largely 
a  result  of  the  Voices  an  individual  m^as  ^d  that  observrtle 
behavior  equates  with  how  the  student  aeto  out  Voices. 

This  approacii  coincides  with  IBCT  curriculum  design  in  bott  concept 
and  practice*     In  all  our  dealings  with  students  we  stress  tiiat 
thay  make  the  rlioices  necessaiy  to  identic  and  accomplish  their 
individual  career  and  life  planning  tasks*     Program  learning 
strategies  comprise  techniques  and  processes  whereby  students  can 

1.  reflect  on  toeir  interests ^  personal  characteristics 
and  talents 

2.  match  what  tiiey  are  learning  about  toemselves  with 
career  an     lifestyle  interests 

3.  plan  copses  of  action  to  achieve  career  and  life 
goals  +iiat  are  personally  memingful  and  satisfying 

At  the  s Me  tirae^  students'  actual  learning  experiences ^ 
particularly  their  constant  interaction  with  adults  in  varioi^ 
cosirimity  settings,  give  them  a  diance  to  reassess  what  they  know 
about  tb^^ms elves ,  redefine  future  goals  accordingly  and  develop 
the  flexijDility  necassa^  to  cope  with  tiie  fac^  tJiat  not  only  are 
thmy  entering  a  rapidly  changing  world  but  tiieir  selif^concepts 
and  goals  will  be  changing  as  ihey  grow  and  matwc. 

^e  ies^ming  o^je  .:ives  for  p^rsonal/aoniei  development  are 
ci  lEign.ed  to  help  students  dc      effectively  w^.th  a  deluge  of 
infc::mation  a^out  themselves     nd  tiie  i^'orld  ttiey  will  be  encountering 
both  while  in  the  program  and  as  adults.    Objectives  include 
gr^th  in  such  personal  nianiigement  skills  as  n^'ntal    ealtfi#  self^ 
H^.rection^  .^elf-analysis  #  intexpersonal  reia^/   ns  and  res^nsibi}  Ity 

IndlvldwaMzed  ifarning  and  Self-'Raflictiori 

T.he  necjoti  ition  procesis  for  dewloping  individualJ  .ged  la^rning 
plans  encouragfes  Btudent^  to  look  at  ttemselves^  to  eKercise 
self^  direction  and  responsi^ili^v  and  to  entar  :MtQ  effective 
Interpersonal  ralationships  witl   ^  Viiriety  of  people  (parsonal/ 
social  devalopmetnt  objectives  1,  2  and  4)  *    We  dlso  try  to  awid 
mle  and  female  s  ieraotyping       All  our  iAterfiCtlon  witi^  stuc^fnts. 


Appandix  A  (Pevsonal/Socxal  DevBlopmnt) 


particularly  with  respect  to  their  career  development  planning 
activities  C^rsonal/social  development  objective  3)  * 

Student  Accountabn  ity  Encourages  Responslbnity 

student  Accountability  System  is  designed  to  give  student3 
consistent  feeffiack  regarding  ^eir  behavior  and  performance  and 
reflect  to  a  large  extent  toe  activities  descr^sed  in  the  learning 
objectives  for  personal/social  development,    ^e  system  helps 
students  understand  toe  ii^artance  of  a&ering  to  est^lished 
procedures  and  of  following  consistent  ^annels  of  negotiation  if 
they  disagree*    Staff  also  hold  regular  meetings  to  exchange 
cbservations  and  decide  appropriate  responses  regarding  each 
student -s  personal/social  behavior  and  general  performance  of 
program_ learning  strategies  * 

Other  progrMi  activities  suA  as  student  meet3.ngs,  staff/student 
retreats  f  presentations  to  gro^s  and  seminars  also  contribute  to 
the  student's  'ixercise  of  personal-social  skills*     Thm  student 
journal  serves  as  ahotoer  mews  of  stimulating  students  to  reflect 
on  theMelves  and  their  es^^riences  and  to  es^ress  their  thoughts 
for  the  benefit  of  anotoer  person. 

Projects  Focus  On  Growth 

EBCT's  primary  vehicles  for  inplententing  student  learning  in  the 
personal/social  Life  Skills  are  the  two  projects  required  eadi 
year  in  that  area  and  toe  student's  process  of  self --assessment 
and  refinement  of  career  options  in  relation  to  career 
explorations  and  learning  levels  at  various  employer  sites  of 
their  dioice* 

tte  predesigned  project  in  this    .   a  a^k.^  students  to  describe 
themselves  in  an  objective  yet  punitive  way  and  to  apply  toe 
critical  thinking  process  to  exMine  "whc"  and  "what"  toey  are. 
Students  toen  interpret  what  toey  have  observed  about  ^hemselvef » 
identify  a  beha^^lor  they  wish  to  ^ange  and  define  a  course  of 
action  to  achieve  that  change,     Thmy  also  must  reflect  on  tiiamselvet* 
as  thuy  relate  to  inte^ersonal  activities  and  consider  how  toey 
peTCeive  male  and  female  rules  in  toeir  own  lives  and  in  society. 

idents  conclude  the  project  by  susmiing  up  tJieir  es^eriences  in 
snlf-desi^riptions ,  • 

In  t>ie  individually  negotiated  project  for  Uiis  area  students 
focus  on  a  particular  aspect  of  touir  personal  development  toat 
toey  feel  nteds  Improvement  and/or  furtoer  understanding.  We 
encourage  students  in  ds^igning  tois  project  to  look  particularly  ' 
for  ways  in  whidi  to.ey  might  J.eam  xmra  about  toen^elves  while  also 
Irarning  moj:^  about  ti»e  woL.ld  aromd  them.     Thm  examples  of 


557 


CUFmCUWM  5  mSTRUCTION 


project  titles  below  show  some  of  the  way?  students  may  pursue 
varies  personal  interests  and  goals- 

In  adMtion  to  projects^   students  face  many  of  t^hc    ispons abilities 
required  of  mature  adults  whm  they  participate  at  en^loyar  sites 
m.  CMeer  e^lorations  and  leaming  lave  Is .     In  looking  at  career 
options  students  not  only  examna  job-specific  akillB  and 
conditions  but  they  also  gain  a  better  feeling  for  the  many 
intangibles  relating  to  a  given  career^^such  as  the  kinds  of 
personal  respcnsibility  they  will  have  to  exercise,  types  of 
people  they  will  have  to  encounter  and  other  subtle  psychological 
and  environMntal  factors  contributing  to  job  satisfaction.  In 
this  way  students  eneomter  personal  manageMnt  skills  thay  will 
have  to  axeroise  in  any  caraer^^getting  along  with  co-workers, 
being  on  ti^e^  respedting  proiierty,  being  honest  abou  .  expressing 
abilities  and  talents  and  so  forth. 

More  discussion  of  ne^tiation  mnd  student  accoimtability  appears 
teroughout  "I  arning  Plan  Negotiation*"    Career  explorations, 
learning  levels  and  student  journals  are  discussed  separately  in 
sections  begirming  on  pages  105^  277  and  411  ^  respectively* 


EXAMPLES    OF    PERSONAL/SOCIAL  DEVELOPMENT 
PROJECT  TOPICS 

Acquiring  Sale^le  Job  Skills 
Aspects  of  Insajiity 
Body-li^lding  and  Weight  Training 
Budgeting  the  Household 
Changijig  Behavior 
Conttnunications  Skills 
Cra^i^ess 

Customer  Relations 

Developing  Leadership  Qualities 

Dreaia  Analysis 

Elementary*  School  Coraselor 

Fu*-  ore  in  Commmications 

Himting 

Insight  Into  the  Bible 
liibrarian  Skills 
N'ltrition  and  Es^rcisa 
^en  Marriage 

^al  Oonsnimi cation  and  Disc-Jockey  Business 
Teaching  at  Yamhill  Out:door  Ca^' 
Techniques  of  P^lic  Speaking 
Techniques  and  Variety  in  Yona 
What  It's  Mke  To  Be  Blind 
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LIFE  SKILLS  AREA'    PERSONAL/SOCIAL  OEVELOPHENT 


STUDENT  fiAH:   PROJECT  1111^   Undgrstandini  Hyself  in  Rei^tiPn  to  Qth 

EHPLOYER  INSTRUCTOR  _________  EMPLOrER  SITE   „_______^  


LEARNING  HANAGER  RAriONALE/ASSESSMtNTi  STARTING  DATE 

L^mplotiny  thi-i  ^toj^atf  oou  h'iii  i^jrn  /jqiv  to  kncA^  ijuurstjlt  bsttut        4n  individuJl  TARGET  OATE  _ 

>nd        a  n^n±>^yt  of  ti  qpoup^     In  JJi/ii/i^  -i  cl^^r  a^'nn^  at  "who  you  dre*"*  you'll  l^arn 

suni^  ^i.tlLf   tiiAt  4%in  h^ily  ijou  ^-hji'  it.    /-^wf  h^Jiivior  to  j  styl^  th  it   i^-  n^^iu  •i^tiAfijinj  to  {jou.  DATE  RECEIVED 

ERS  CERTiriCATlON 

CRITICAL  THINKING 
WRAP-UP  COMPLETE 

STUDENT  RATIONALE: 

COMPLETION  DATE 


PROJECT  EVALUATION i 


fiECOMMENDATlONS: 


ACTlViTf  1 
DATE 


A,  H^e  s  list  of  your  pe^^^f^^i^  itren^thM 
and  weakn#ii#M,  both  iaf  V^i>^  physical 
candicion  Jjid  far  ysur  ^Wb.#^f^^l  i^V  i, 

a.     Based  on  you£  liut  of  s^t^p^^s,  shuw 


C.     In  ysur  own  wordd ,  dofin^  eh^  list  ^jf  worti^ 
'  on  the  aEtaeh^d  "U§«*ful  ^g^^Uldry  Lig^'" 

Read  a  book  that  deals  u^%h  0  person  who 
is  looking  deeply  at  hij  Of  h^^  lifti  rf^^'' 
attempting  to  m4kg  ehanq^g  ifi  it^ 


I VALUATION 


RESOURCES 


Attachrwint  1   (Sfc^H-ConL-iipt  Inventory) 

AtE4chmEnt  2   (Pcnjana  1 1  ty  Qom 
Instructions) 

Old  ffagdiiineSi  otc% 

AiitObiygr^phiya 

Huwopapers 

Attachment  3  (Useful  VncabyUiry  List) 

StU^idn  t  CijOl  dirsiit'a 

Pgychnloqy  books  at  the  learning 
center 

Libra rigg 

Attaehmrint  4   (Suygesttfd  Book  Liat) 


PRODUCTS/CRITERIA 
Unless  ethwCwiMti  sp^eifi^df  ptoduotM  snd 
crittiria  ylll  Lo  ne^jytidte^d  with  your  IJl 


A,     Listi  of  strengths  tind  wgaknesfei,'  try 
to  get  at  least  ten  of  each 


Qioo§«s  one  of  tJie  fol lowing  i 

1*     M^ke  an  advertifemgnt  for  yourself, 

2±     f^ke  a  personality  bosCi 

3,    Write  a  job  resuise. 

4^    Write  in  autQbiograg*hy, 

S*    Write  a  irng^   laudatory  eulegy  for 
yourgelf  t^^toLling  year  virtues  and 
achievesBnts,  ts  be  judged  an  ability 
to  render  thg  reader  teary^eyed^ 

6i     Negotiate  a  gimilar  activity  with  your 
learning  nanager:  


^£inittl>ni  of 


the  wcabulary  words 


Write  a  letter  to  th©  m^in  charaetec  in 
the  book.    Show  that  you  *und£ir3tand" 
thii  perion'§  life*    ORi    Negotiate  an 
alternative  activity  with  your  leairiing 
manager  I 


H 

n 


ACTIVITY  Z 
DATE 

Show  that  /JU  tfaA  ^^vqa  \c\^t   ^ji.  tehdvitsr 
if  you  want  tg  Of  n&^^  toi 

Ijgntify  i^amthit^^q  ^uut  youri^lf  that 
you'd  likg  tQ  <^4ji9#  (by  ^iEh^r  improviny 
it  or  4b0ii^hin^  it) * 

B,  On  -in  einp5e?V'^r  #it£j   ubggJVtj  this  behiiyi&r 
dnd  record  *4^Ea  ^jut  it  in  th^  fullj^Lng 

Select  ^  aj^Luit  Qf  cinie  tQ  observt? 
youf §Qi  t  ^ 

5.     Count  liU^er  of  tlmey  the  beh^ivioi 

occurs  4ut        Khis,  sbservrttion  period. 
3.     Show  dii£4  Mi  4  ^fSph  ur  eh4rE. 

C.  Inttirprgt  eJI^  gf^ph  or  ch^Tt  ^nd  think  about 
how  It  mi^jht  affect  othtir  ptioplg  dnJ  hw.«^ 

it  BiighE  4ff^et  job  ptjrforii^nce , 

Pl^^n  d  scr^t^'jv  for  d^ian^ing  tiug 
bdhdvior  hy  dc>iri9  th^  fQllowinfji 

1  Sot  4  qfiAl^ 

2.  Do  ^  Po^ce  F-igld  Analysia, 

J,  Set  A  d^^^XiP^ . 

4^  Evaluate  Y^af  progires^^ 


RESOURCtS 


f VALUATION 


Esspluyyr  -i  i  tu 

AlC^chBiyht  5   (FntCe  Fitjld  Aiialyyia) 


I  


ERIC 


PRODUCTS/CRITERIA 

iJnl^^H  otherwise  ^pMcifi^df  pfpductJ  dfid 
cii£t*fiu  N^j  J  J  btj  nugijti^Led  with  yaur  LM 


A.     A  writtin  deacription  of  bu;  jvidr  (or 
cartoon  or  tapg.,.) 


h  i:hjrt  Or  graph    (si^e  it  clear  And  fimple) 

A  well  writtyn  pv.  ragraph  dsplaining  how 
thig  byhaviQf  could  affect  other  people 
or  your  3obj  have  it  r^ad  and  certified 
by  two  people,  one  esployer  instructor 
and  une  Qthor  peraoh  with  whoia  you  fpynd 
a  lot  of  tim^ 


£1  C^ttific^tis. 


Another  Pvrson 

Uiarniny  mana^yr  cert ifica tit 
Field  Analyyis 


LM  Csrti fixation 

Efl^loyer  inat  rue  tor's  certi  f  ieatisin  of 
behavior  change i 


EI  Cei  tifiL'Mtion 


3*2 

Q  ^ 


ACTlVin  J 
'DATE  __ 


l*iiin  how  to        a,i  t!rffecti.'*ti  ntembec  ef  a  frsup. 

A,  Observe  a  groi^  and  r#cerd  dat^  asked  for 
an  the  Group  O^Mttrvation  Guide, 

B,  On  dn  esplay^r  site#  p4rticipdte  in  a 
conversation  douig  at  least  three 
perception  dieeks,     (Practice  with  # 
friend  firstl) 

C,  Qioose  an  adult  whu  will  ebaerve  yuu  and 
give  you  feecfcaek  an  group  proctsg  skills. 


U,     l£  you  £bb1  you  need  Lmptoy&mant  in  ajiy  on  a 
of  the  group  pr  jesi  ikilLs,  discuss  it 
with  your  leatriing  ffwanager  or  emplayef 
Instruetor, 


RESOURCES 


ftttachHwiit  6   (uroup  t^hscrvation 

EEii=.lQyyr  site 

{CE) ^  group  suSbiona 

Attachment   7   (Pef^'upt  ion  QiocM 
Injtru . '  ion) 

AttaL-hm«nt  B  CFeecaaok  Scale  fur 
a*?Ucted  Grguii  Process  Skills) 


I  PRODUCTS/CRITERIA 
I  t'nie'SH  Qthnrvise  sf^cifie-dt  products  and 

ctittJiiA  will  bti  nt'yutidft'J  with  your  L,»f 


A,     Completed  Groins  Observatian  Guide 


C*     €^dult  certification  with  suggestions  for 
itmjroventent  * 


Adult  Csrtlfiedtidn 

D.     A  writtyn  plan  far  change  in  group  process 
skills,  certified  by  an  adult 


Adult  CQttifiGAtiQn 


EVALUATION 


ACTIVITY  4 
DATE  


L*nderitjnd  h'sw  ffidle/CeSiiU  re  la?  have 
develiapad  m  our  society  ind  huw  chwy  influence 
Qur  diily  Uvysi 


B. 


ftsad  the  fcjllawiny  qua  tat  ion  knd  respc>nd 
tfl  it  by  writing  cgj^  pirjgr^i  his,  onti  in 
support  of  and  one  against  thin  t*drticuljr 
ptjint  sf  viewf 

Cjrtfijr  wum&n  tfyint/  to  d^stroij  itki triage, 

fdmiiy  iit&t  And  w&m^nhood-,  wbuld  bu 

tatcme  off  if  uv^ty  working  yoa^n  quit  hwr 
jobt  0Sp&eiAlly  sin^lm  gitlM  who  Mm  ttyitiij 
to  CJfca  jabs  ^wmj  from  thwm. 

On  4n  empLpyer  site,  Qbservu  sex  role^  for 
varisua  jobs  in  the  fallowiny  way; 


I. 
2. 

4. 


Count  the  total  nusber  of  efli|»loyees* 
What  {^rcent  are  female?  m^le? 
Oould  they  do  each  other's  j^s? 
Discujs  with  your  El  the  Equal  Ricjhts 
ABiEfndment  (ERA)   and  its  ispli  cat  ions  on 
the  .1*3b  Site. 


C.     ror  each  of  the  followinq  job  titles,  write 
down  which  Sejt  comeB  to  your  mind  firgti 


hair  stylist 
iitodel 


secretary   

bank  eMecutive  J    _ 

sdiool  principal  V]  truck  driver 
learning  managef  =  


1.  Are  you  persona Uy  jware  of  ^riv 
exceptions? 

2,  Pick  a  job  title  wuich  ii  not  normally 
associated  with  persons  of  your  umx. 
Investigate  and  doci^nt  the  difficultiei 
you  sight  encQunter  in  try  in  j  to  get  that 
job. 


RESOURCES 


PRODUCTS/CRITERIA 

Unliiss  atht^f^ise  sptscifi^d,  ptoJuctM  ^nd 
ciiCeXiJ  will  i^e  nt^gotiaL^d  with  your  LM 


Recent  news  articlgs  about  tht- 
Equal  Rights  AShjnd5k>ftt 

Peraynhei  officer  jE  Ccmpjjiy  3^ 
{a  Bugor  firtn  effipluyinti  auyeial 
hundred  pyople) 

An  official   fium  the  Civii  Riyhts 
Divisiun  of  the  State  Buieav! 
uf  LobUi 

Employer  instructor 


Two  written  paragraphs,  to  be  ludgud  on  their 
iiiyical  dryufflent  and  ability  to  convince  the  ■ 
reidtit  of  uach  iwint  of  view 


A  written  statem**nt  accun^Mn iyil  by  fi^aiua 
iwi  a  grsph  with  written  esqaynat ioni 
ohowing  differunces  in  jobg  A^ne  by  men 
and  wotnen  iffl|5loyeeSj  also  obtain  yeur 
efflployer  instructor's  certification  UiaL 
the  Equal  Rights  Afflendakint  has  been  diicuHs^d 


C.    Ah  oral  discussion  with  your  learning 
manager* 


IM  Ctstt  i  tication 


EVALUATION 


2« 
N 


§ 


(0  n 
to  h- 

CD  5 

N  t 

0  s 

ft.  a 

ft  ^ 


ERLC 


Appendix  A  ( .'srsonal/Social  Development) 

Predesigned  Project 


Attachnient  1  (Personal /Social  Deveiopfrient) 
SELF^CONCEPT  INVENTORY 

This  Bxeraise  aan  help  you  desaribe  how  you  are  and  how  you  would  lika  to 
be.     Therm  are  no  right  or  wrong  answers;  each  person  may  have  diffeTent 
idoms.     Respond  according  to  your  honest  feelings.    After  each  of  the 
characteristics  listed  below,  state  how  much  the  charaatmristic  does  or 
doesn't  fit  you.     Then  go  back  and  circle  how  important  it  is  to  you  to 
have  that  characteristic  (l^not  important^  S^very  important)  .    You  can 
then  tell  at  a  glanae  the  qualities  you  might  work  on. 

J  AM  I'M  NOT  HO^  IMPORTANT 

THIS  my  THIS  my 

Brave 

Careful  _____ 
Cheerful  _____  _____ 

Clean  ^ 

""onsi  derate 
'aopera  ti  ve 

DBpendable  

Fair 

Friendly  _____ 

Good   

Happy 

Helpful  

Honest  ^____  

Jealous 
Lazy 

Likeable  

Loyal   ^ 

Mean 

Obedient   

Poll  te 
Popular 
Selfish 
Sincere 
Smart 
Studious 
Thoughtful 


THIS 

IS 

TO  ME 

1 

2 

3 

4 

5 

1 

2 

3 

4 

5 

7 

3 

4 

5 

- 

3 

4 

5 

2 

3 

4 

^ 

1 

2 

3 

4 

5 

1 

3 

4 

5 

1 

2 

J 

4 

5 

1 

2 

J 

4 

5 

1 

2 

J 

4 

5 

1 

2 

J 

4 

5 

1 

2 

J 

4 

5 

1 

2 

3 

4 

5 

I 

2 

3 

4 

5 

1 

2 

3 

4 

5 

2 

3 

4 

5 

7 

3 

4 

5 

1 

2 

3 

4 

5 

1 

2 

3 

4 

5 

1 

2 

3 

4 

5 

1 

2 

3 

4 

5 

1  i 

2 

3 

4 

5 

1 

2 

3 

4 

5 

1  - 

2 

3 

4 

5 

1 

3 

3 

4 

5 

1 

2 

3 

4 

5 

w  u 
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CURRICULUM  &  ISSTRUCTION 


Attachrent  2  ( Personal / Spci al  Development) 

PERSONALITY    BOX  INSTRUCTIONS 

Fersonality  Box  is  a  way  of  presenting  two  views  oi 
yourself ""how  you  sae  yourself  and  how  others  see  you.  It 
is  an  illustration  of  the  inside  and  outside  of  you^  and 
this  is  why  a  hoKf  which  has  an  inside  and  outside^  is 
used. 

Directions: 

1.     Find  a  box.     A  shoe  box  is  good,  but  a  box  of  any  size 
or  shape  that  you  think  aj^resses  you  is  fine*  Are 
you  a  refrigarator  box?    A  toothpick  box?    A  hat  box? 
An  Alka  Saltznr  box? 

On  the  inside,  glue  or  draw  pictures  ^  words,  objects, 
or  whatever  to  createl  an  image  of  how  ycu  see  yourself* 
Think  ^out  as  many  sides  of  your  personality  as  you 
can.  I 

3.     On  the  outside,  glue  or  draw  pictures,  words  #  dbjects, 
etc,   to  create  an  image  of  how  you  think  others  see  you. 

4*     Attach  a  brief  written  explanation  of  what  the  inside 
and  the  outside  of  the  box  ihow,  what  specific  pictures 
mean,  etc. 


Appendix  A  (Personal /Social  Developmsnt} 

Predesign&d  Frojmac 


Attachment  3  ( Personal/SQci al  DevelopfTient] 
USEFUL    VOCABULARY  LIST 

1.  participant  ofaservar  

2.  Eelf-concept   

3.  responsibility  ^  

4 .  3€lf=direction  

5.  personal  goals  


6.  obsarvable  behavior 

7.  behavior  niodif  ication 

8.  self-awareness 


9.     force-field  analysis 

10 .  strategy  ^  

11.  coping 


12.  cause  and  affect 

13.  social  roles 

14 .  maleness 

15 .  femaleness 


16.  interpersonal  ralationship 

17.  (group)  process   

IB .  dominate  

19.  facilitate  

20,  fee^ack 
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CURRICULUM  S  INSTRUCTION 


Attachfrent  4  ( Pgrsonal  ^Soci a1  Diveloprent) 
SUGGESTED    BOOK  LIST 

Go  A^k  Alice ^  Anonymous 

I  Never  Promised  You  a  Rose  Garden,   ,;innah  Green 

h  Saparate  Peaca,  John  Knowlas 

I  Know  Why  the  Caged  Bird  Sings ,  Maya  Angelon 

Diary  of  A  Yoimq  Girl,  Anne  Frank 

Autobiography  of  Malcolm  X 

The  Story  of  My  Life,  Helen  Keller 

Zelda,  Mary  Milford 

Siddhartha,  Herman  Hesse 

Eleanor:  Years  Alone,  Nash 

Loneliness  of  the  Long  Distance  Runner 

Dibs  in  Search  of  Self,  Virginia  Axline 

I'm  OK,  you're  OK,  Eric  Berne 

Open  Marriage,  0*Neil  and  O'Neil 

Manchild  in  the  Promised  Land,  Claude  Brown 

Soleda^  Brother ,  George  Jackson 

Why  Am  I  Afraid  To  Tell  You  tfho  I  Am? 

^ten*5  Search  For  Meaning,"  Victor  Frankel 

Transparent  Self,  Sidney  Jourard 

Soul  On  Ice,  Eldredge  Cleaver 

Hay  White  Girl,  Susan  Gregory 

Yes  I  Can,  Sammy  Davis  Jr^ 

Black  Boy,  Richard  Wright 

Alice  in  Wonderland,  Lewis  Carroll 

The  Little  Prince,  Antoine  da  St.  Dxupery 

BpF^TO  Wi^n ,  JOTes  and  Jongeward 

Winning  With  People,  James  and  Jongeward 

The  Seven  Story  Ho^Atain^  gliomas  Merton 

Goliath,  David  Harris 
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AppmnM^  A  (PBrMondl/sociml  D&vmlopmmnt} 


Attachment  5^  (plr:|QnaJ/So,cia1  Devilopmant) 
FORC^    ^JELD  analysis 


Thim  activity  will  help         ^^tn-Clfy  the  forcas  for  and  the  forces 
against  reaching  a  ipecifi^  %^%X  you'va  sat  for  yourself.  Some 
behavior  is  produGtive  an4  is  not,  and  it  is  not  always 

iimediately  obvious,-,  field  Analysis  can  be  useful  to 

mm  which  bahaviors  will  h^iJb  V^i^  re4ch  your  goal*     (If  you  need 
help  working  with  this^         V^br  learning  iiianager,) 


My  Goal 


FORCES  FOR 


FORCES  AGAINST 


CURRICULUM  5  INSTRUCTION 


Attachrent  6  (Personal /Sod al  Developrnent) 


\ 

GROUP    OBSERVATION  GUIDE 

.  Date  of  observation 

Task  of  group 
Observer 


I.       Response  rate:     Make  a  tally  in  the  appropriate  box  each 

time  a  conunent  is  made. 


Namoa  of  group 
myinbers 


TalJy  boxes 


Total  nL^bor  q£  responses 
Total  number  of  people 
par tieipa ting 


il.      Hate  the  group  on  the  behaviors  listed  below  by  circling 
the  appropriate  number  on  a  sea].e  of  1  to  5. 


Low 

High 

Dominating  by  1  or  2  persorts 

1 

2 

3 

4 

5 

Horsing  around 

I 

2 

3 

4 

5 

Withdrawing  (silence) 

1 

2 

3 

4 

5 

leing  negative 

1 

2 

3 

4 

5 

Getting  off  the  subject 

1 

2 

3 

4 

5 

111. 


Rate  thy  tone  of  the  group  ly  cUcling  the ^  ad jectives  that 
best  describe  the  groupi 


friendly 
hard*^  working 
aimless 


lazy 

bored 

willing 


hostile 

cboperative 

confused 


successful 

unsuccessful 

Weative 
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Appendix  A  (PmrsonAl/SoGlal  DBvmlopment) 

Prmdesignmd  Project 


AttaGh!fltnt  7  (Perional/Social  DevelQpment) 
NONVERBAL    BEHAVIOR       '^PERCEPTION  CHECK'^ 


Wa  can  increasa  ih^ft^&rsonal  understanding  as  we  learn  how 
to  communicate  m^^#  ^ff actively.     A  CQnanon  imderstanding 
maans  wa  have  aec^la^^te  information  ^out  aach  other's  ideas 
and  feelings , 

Many  times  faell^^^  ara  exprassed  nonverbally,  but  nonverbal 
expression  is.  oimn  misunderstood.    Ona  skill  toat  can  halp 
improve  nonverbal  d^ffmuni cation  is  tha  '^perception  check"; 
this  helps  us  see       wa  have  a  correct  miderstanding  of 
another  parson's  f^^lingg* 

To  make  a  perception  dieck/  you  describe  what  you  toink 
are  bhe  other  per^pi^^s  inner  faalingfs  in  order  to  check 
whather  you  reall^_^^  mdegstand  what  ha  or  she  feels. 
Remambar,  you  deggg^ye  the  other  person's  feelings  without 
evaluating  the  pe^^^A- 

The  following  aK|L%a,#  ntesssges  sayi     "ttis  is  how  I 
intarpret  your  im^XijiqB .    m  X  right?" 


I  get  i^iprassion  you'd  rmther  not 
talk  mb^ut  this.     Is  that , so? 

You  2oo^  Xike  you  fmlt  hurt  by  my 
aomnmnt/    pid  you? 

Am  I  ri^h^  tftafc  you  feel  dlsappointmd 
becmuB^  W^ody  cowmentrnd  on  your  new 
dress? 


CURRICULUM  &  .INSTRUCTION 


Attachment  8  (Personal/Social  Development) 
FEEDBACK   SCALE    FOR    SELECTED    GROUP    PROCESS  SKILLS 


This  activity  will  give  you  a  chanca  to  look  at  the  ways 
yciu  relate  to  others  in  a  group  situation*    On  the  basis  of 
this  inforMtion  you  can  analyze  the  ways  in  which  you  may 
want  to  grow  to  develop  more  satisfying  relationships  with 
others* 


mt.  at  all  £4bl#  1 

2        3  4 

s 

6 

7 

a 

9 

Cofnpletely  sbl€ 

CJonEribuEea  to  diseussian  wi 

CsmplwLyiy  unablg  1 

2        3  4 

6 

3 

9 

Cofflpl^ttly  able 

2, 

Net  dominatyd  by  anothyf  individual 

NOvcE  dominattd  1 

3        3  4 

& 

7 

s 

9 

Alw^yi  dominated 

4, 

Ctjnsideri  and  suspects  pthur 

peopl  e_'  J_  Qs  inign_H 

Rj^Kiy  coniidfirs  1 

2         1  4 

7 

AiwayJ  coniidyrs 

b. 

S^yks  informatisn  by  making 

questions 

Rar'iiy  qu^atiQna  1 

2        3  4 

6 

7 

8 

y 

Alwayi  quest  ions 

Fully  arid  eohorently  respond 

s  to  tiueHtions 

Nyyer    responds-  1 

2         3  4 

b 

7 

8 

9 

Always  rti^ndi 

Disagrees  withoyt  hostility 

Never                 -  1 

2        3  4 

6 

7 

8 

9 

Always  . 

a. 

Ability  to  influensg  sthers 

Completely  unabls  1 

2         3  4 

6 

7 

8 

9 

Coniplefeely  able 

9. 

WiUinuneii  fee  trust  others 

Completely  suspieiouy         1  2 


7        S        9        ccmpletely  trusting 


Uses  gomniunisation  skillj  sush  a^  paraphrasing j_  glariEy^nq,_^unOTflrisifiq 
N»ivgf  1234&ft7H9  Always 
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Appendix  A  (SGience) 


OBJECTIVES  FOR  SCIENCE 


Outcoim  j^ajg  StudmntB  will  inareasB  thair  ability  to 
rmCQgniz&  ajid  ^PPly  scientifia  proaedurms  and  mthods , 
psrtiaulsvly  in  the  malyBis  of  technology's  impact  on 
nmtw^&l  gnviPonmBnts  and  culturml  values* 

Lmarninq  Ohjectivm&t    Students  should  be  able  to 

i*     USB  syBt0matla  logical  methods  for  testing  the 
reliabixity  of  facts 

2*    use  d^um0  and  mffect  re&soning  to  explain  a  point 
of  vi^v 

J.    recQg7ii^0  piecisionf  aaauraay  mnd  self-'disaiplinB 
as  ne^mB0ary  affpeats  of  the  scientific  imthod  and 
dlsco^r  by  application  the  extent  to  whi^  they 
aithe^  A^va  thBSe  traits  or  are  willing  to  develop 
them 

4*    discuss  positive  and  nrngativm  consequences  of 
advan^in0  technology 

5*    describm  ^  balance  between  technological  progress 
and  the  ^uility  of  11  fm 

EBCE'S    APPROACH    TO  SCIENCE 

iha  existing  le^el  of  technology  in  tiiis  GOuntry  brings  every 
person  into  direct  and  often  conplex  contact  witti  tiie  results  of 
science..    In  radent  years  environmentalists  have  shOTn  quite 
clearly  what  happens  when  we  emphasizfe  the  products  of  science 
without  imdt^standing  fully  or  attending  to  the  effects  of  those 
products,     tjr^derstandinf  scientific  procedur-es  Md^'the  intact  of 
those  processes  on  the  natural  environMnt  and  on  human  values 
is  an  essential  step  tward  meaningful  participation  in  today's 
society* 

The  Sc1ent1fi'c  Mithod 

The  scientific  method  involves  the  following  basic  steps i 

1,  colleating  observations 

2,  generalising  thie  observations  by  searching  for  patterns 
or  correlations  . 
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3-     formulating^  from  the  patterns  or  correlations,  a 
hypothesis  raiating  the  observations  to  some  cause 
or  cendltion 

4.  using  the  hypothesis  to  raaka  predictions 

5.  coliecting  more  observations  to  test  ttie  trutti  of  the 
predictions,  thus  Gonfirming  or  denying  the  hypothesis 

It  is  useful  to  point  out  to  students  how  closely  these  steps 
relate  to  the  logic  of  the  criti|^al  thinking  steps  outlined  in  the 
learning  dbjectives  for  thet  Life  Skills  area.     It  is  also  important  . 
that  students  realize  that  the^  scientific  method  (or  any  other 
method  of  problem  solving?  noevs  not  necessarily  yield  the  truth. 
Using  thn  uiathod  can  onl^''  i-^  eKpected  to  result  in  an  increased 
aikelihood  of  finding  a  t^s  ?;^alationship,  or  a  relationship  more 
clijsely  appro3ciruating  the  tru^JiL.     Thus  students  should  cofne  to 
appreciite  the  role  of  uncerl'dinty  as  a  part  of  silence  and  to 
better  mderstand  that  all  hurr^n  knowledge  involves  a  growing  and 
^changing  process.     Hils  is  particularly  important  witii  respect  to 
our  attituds  toward  tachnolor^  md  its  relationship  to  the 
mh^iomrnric  and  to  our  standard  of  living. 

Projects  in  iidence 

faxmnce  learning  objectives  emphasize  die  pTOcessas  necessary  to 
understand,  scienea  as  a  specific  field  of  inquiry  ^d  to  profit 
Irom  the  M^Aentific  method  as  it  may  be  applied  to  any  problem, 
h:)\  s^udea'^  ri^'sd  not  iiranftrBe  themselves  at  great  length  in  the 
incl  meliht  *^  of  a  particular  scientific  discipline  (for 
hy.l:^^,  ih'y'fMt^y,  physics)  to  gain  a  firm  grasp  of 
sci^:-;^  V'd  i;s  inij^^l^c^ viann *     Ihstaad  each  student's  project 
aciV-ivi^:'.  %  f*n3^^^a  i\- ^ji^  iitudent  discover  peiBonally  what  the 
BcienfAf  i  i"  ^v-^-^^r^^  Jv     .^d  comfe^to  use  a  variety  of  coronunity 
resov?:tc^a!!?         kiiteii        test  how  and  where  science  really  does  apply 
to  ovx  liveii  individually  and  as  a  socie^, 

predesigned  project  in  this  area  contains  activities  that  are 
st^dardiaed  ,tD  the  extent  that  ^11  students  confront  each  of  tte 
learning  objectives  identified  for  science  as  a  Life  Skill.  At 
the  sajne  time,  toe  resources  and  products/criteria  coliams  are 
dosigned  to  encourage  students  to  make  full  \mm  of  their  unique 
interests  and  abilities  in  realistic  practice  of  the  scientific 
method*  '  ^ 

^en  negotiating  the  student's  second  project  staff  try  to  build  on 
activities  practiced  in  the  first,  particularly  in  terms  of  further 
using  ei^loyer  sites  and  giving  attention  to  both  local  and  global 
implications  of  particular  science  issues  and  prdfalems*    In  tiiis 
way,  students  whose  interests  and  career  aapirationa  might  be  totally 
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"nonsciantific"  are  helped  to  percsive  some  of  the  ways  in  whi^ 
seianca  and  tadinolofy  impact  all  our  lives* 

If  interests  ^or  career  goals  warrant  it,  students  can  plan  projects 
for  intensive  study  of  particular  science  fields  in  a  variety  of  ways; 

1.     tiirough  study  of  resource  materials  available  at  local 
public  and  private  libraries  and  institutions 

\ 

2*     through\ working  closely  with  an  employar  instructor 
with  axpertiae  in  a  given  science  (for  example,  a 
chemical^  engineer  at  a  ^psum  pl^t) 


3*    by  using 


a  tutor  in  that  area 


4.    by  taking  classes  offered  by  local  high  spools,  ' 
connnunity  colleges  and  certain  larger  employer  sites 

We  prefer  to  let  intensive  stu^  of  this  kind  e  ^Ive  as  part  of  tHf 
experiences  students  have  as  they  coma  to  under^cand  science  in  \ 
realistic  situations  by  examining  specific  occupations  of  interest  \ 
to  them.     For  example,  a  student  wito  a  general  interest  in  chemistry 
mighty  by  es^loring  a  local  ^pmvm  plants  becon^  interested  in  that 
area  as  a  career,    Ke  or  she  can  then  negotiate  a  project  to 
pursue  chemistry  in  a  general  way  at  a  local  high  school 
(recognising  now  the  need  for  such  a  background  to  p4rsue  a  specific 
career)  or  even  sign  up  for  a  class  offered  to  employees  at  the 
gypsian  plant,  where  chemistry  could  be  studied  as  it  applies  to 
the  needs  of  that  industry,     Simlarly  a  student  wiUi  no  conscious 
interest  in  science^  but  feeling  strongly  about  being  involved 
with  people ^  migh^  come  to  e^lore  a  variety  of  medial/social 
sites  md  decide  /to  pidc  up  elementary  biology  as  a  prelude  to 
advanced  study  in  mefU.cine^  .psydiolo^  or  other  related  careers, 
A  student  miglit  have  no  specific  career  in  mind  but  be  very 
interested  in  general  physics.     Intensive  study  could  then  occur 
through  the  various  options  listed  above  and  the  student  might  come 
to  focus  on  a  specific  career  or  careers  in  whi^  physics  cbuld  be 
used.     Examples  of  project  topics  negotiated  by  EBCE  students  are 
displayed  on  the  following  page. 
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EXAMPLES    OF^  SCIENCE    PROJECT.  TOPICS 

toatemy  and  First  Md  TeGhniquGs 
Aquariums 

Autompbila  Repair  and  Automobile  Pollution 
Basic  Anatomy  and  Its  Proceasas 
Behold  the  lye  of  the  Mind 
Changing  Behavior  in  Children 
Conputer  derations 

Cos^uting  for  Heat^-Loss  Md  Heat-Gain 
Controlled  Environment  of  Plants 
Drugs  s    Use  Abuse 

Thm  EooIdOT'  Controversy-Population  E^^losion 

ESP^  %stioism  and  the  Occult:    Are  ^ey  Real? 

Fire^Fighting  ^ehniques 

Geology :    took  TypmB  and  Some  Fossils 

^Tpsum  Fibres  i 

IBM-^Pield  Engin^ring  Division 

Individumlimd  LSMrning  for  Adults— CommmiiGations 

md  Math 
^Jie^os 

Leaming  Beautician  Skills/Cosmetology 

Life  on  the  Beach 

Ma  til  trough  Computers 

Nuclear  Energy 

Nutrients  and  Nutritional  Food 

Observing  and  Predicting  Weather 

On  Becoming  an  Optometrist 

On  Bein^  a  Motorcycle  techanic 

Photogr^hic  Tectaiques 

Hacording  ^d  Forecasting  Weather  ^ 

Hie  Sewing  Machine 

Teirariums 

Iftider  Stan  ding  Combustion  and  Heat 
What  It  Takes  to  1^  a  Dentist  " 
Wildlife  Conservation 
Working  With  Adult  Mentally  Retarded 


• 


LIFE  SKILLS  AREA^  SCIENCE 


STUDENT  nam: 


EMPLOYER  IflSTRUCTOR 


PROJECT  TITLE 
EMPLOYER  SITE 


Scientific  Inveitigation 


LEARNING  HAflAGER  RATIOI^IALE/ ASSESSMENT: 

This  pro jvQt  is  duM i ij n&d  to  acq usi i /j t  ijOu  with  thff  ^ci^ntific  (»Jt hnd  of  p tab l ijm 
solvinif^     Comploting  fchiH  projc'Ct  will  hf?lp  i}oii  i^mpatu  liout  .ibiliiiog  with  thos^ 
ns>4?f/t?J  by  ^  4»%.^it?nC isC  and  a  l^o  t',?LiitiK'  mLttu  dwaiQ  uf  tha  axtunt  EiS  w-iu!^h  MCiiJfiuv 
i>T  involvt'd  with  /rany  aspt^Jts        our  livu^. 


bfuu.<ir  RATIONALE: 


STARTING  DATE 

TARGET  DATE  _ 

PATE  RECEIVtU   _  _ 

ERS  CERTIFICATION 

CRITICAL  THINKING 
WRAP-UP  COMPLETE  ^ 

COMPLETION  DATE 


n 
ft 


^1 


PROJECT  EVALUATION: 


RECnHHENDATIONS: 


Co 


ACTIVITY  1 
DATE  


Define  Soigncg: 


A.     In  your  pwn  words ,  s^^te  ihm 

scitntifid  s^thod  of  problem  solving. 


In  ypur"  own  wordg,  define  the  st^itntiflc 
precesles  on  AttaGhSjent  1^ 

Identify  two  job  ^itt  dppl Lcdition^  of 
fch#  scientific  method,  Di^euii  Eh^s^ 
with  your  ampioyer  initructor^ 

Does  careful  application  of  the  scientific 
method  vndef  controlled  condifeloni  slwayi 
yield  abiolute  truth  at  certainty? 


Science  tosts 

Attachment  I   (wacJ  list) 

Printed  materialj  at  the 
tqdrninq  Center 

Emplov'^r  ini  trucEnr 


EVALUATION 


PRODUCTS/CRITERIA 

UnlaM^  oth^rwi^^  M^clfimdf  produQCM  dird 
ctituiia^will  be  negotiated  with  your  LM 


A  itep-by-gtep  statement  (oral  or  written} 
of  the  scientific  Eiathod  of  problem 
solving 

Written  definitions 


EI  Ciirtificstion 


Discusyion  with  learning  maiiager 


LM  Certification 


• 


ACTIVITY  2 
DATE   _ 


BeQOM  f^pdliar  with         laarn  to  identify 
cause  And  effect  relAtiDnihlpss 

A.     Define  and  give  an  ej^Mple  of 
cause  and  affect ^ 

Idan ti fy  qaui€  effegt  reassning  in  two 
s^gdzine  or  newspapyf  articles 

C.     On  the  employer  sit#(s)  of  your  ehoiee* 

identify  four  ejca^les  of  caui^  and  effect. 


RESOURCES 


Hstefials  on  cause  aiid  nffect  (see 
the  learning  reaourqe  spec^ialist) 

Erf^iyyer  ins  true  tor 

Newipaper  and  n^gazlne  articlg^ 

^player  Vitd(s) 

Bfi^loyer  instructor 


PRODUCTS/CRITERIA 

UnlQSM  otheti^isu  spscifisdf  products  and 
urit^riM  will  bo  nvgotiatod  with  your  LM 


A.     A  written  definition  with  example 


IVo  aagazine  andr'or  newspaper  artiqles 

with  oause  and  effect  relationshipa  indicated 

Writton  exa^les^'^dlicussed  with 
ecf^loyer  instructor 


EVALUATION 


w  ^  w 


So  J 


ACTIVITY  3 
DATE 


On  ifi  #3¥>isyer  slte^  iri#ncify  hehavieri 

a  seitnni^t  would  ha\^  aiid  obaaive  which  ones 

you  hAVe  in  youfself* 

A*     CompJete  AntaGhmynt  2  on  the  Httploy^t  site. 


@.     Based  on  the  Aetivity  Chyekliit. 

fst#  yourself  en  gacVi        the  scientific 
byha^ioEs  /o  i  find  in  yourielf 

Ostennlne  nhe  bshaviori  ydu  would  n^td 
to  develop  f:0  pursue  a  career  in  gt^iente. 


iVALUATiON 


eul 


RtiOMRCES 


AttacliiMnt  2    'Activity  f?ii^rklist) 
Kropluyer  ukta 
Employer  i  ns t  ruetaf 


PRODUCTS/CRITERIA 
Unless  DthurvisQ  spm^ifi^df  ptadui^ts  snd 
erlfe^fjj  wiii  in?  negotidCi^d  with  your  LH 


A.     Di.^cagsi3n  of  AttaLhrnent  2  with 
en^jloyer  instfuetor 


ST  CpttifiQditian 

Written  evalnation  of  yoientific  behsviofi 
you  §ge   in  yuurieif 


r.     Discussion  with  learning  E^anager 


to 


Us@  the  d^iyritific  Afthudi 

A*     Lt^E  ten  on        employer  site  that 

ceuld  be  ArnMS.  for  ucientifir  invea t igsi c l^iw 


B.  On  tJie  employe  f  si  Eg,  select  a  problem 
and  apply  thg  ieientific  method  to  its 
solution^ 


Evaludts  your  rolt:  in  the  Meientific  methcidi 


5. 


I  able  to  solve  the  problsm? 
Did  I  eoffreetly  apply  the  soientifie 
Bigthsd? 

Did  I  adequately  eensidt^r  the  po^^iblu 
fil terriiitive  solutions? 

\ff\i^t  biaies  did  I  have  at  the  beginning 
of  sy  resei^roh  and  how  did  I  hdUidle  them? 
In  wh^t  wsyi  did  I  use  mathsmatiss  to 
solve  Biy  preblem? 

Viftiat  skills  have  I  develeped  that  were 
parti iSiUafly  helpful  in  this  process? 
Wh^t  skills  would  1  need  to  develop  to 
b^oomo  more  efficient  at  this  kind  of  ^rk? 
Did  I  ?njoy  this  experience?    Why  or 
^hy  not? 


Empl^yyr  ^ite 
Ei^loyur  ins  true tur 
High  Sdii^ol  library 
Public  Library 


(fnlvds  oth&iy^iii&  spvnfied^  pfojuat^  and 
ci  itQti^  fc^i  ii  iji.'  /}t--(Ut  jaend  wuh  your  LM 


A  list  ot  t^n  areas  on  the  job  site, 
ahafed  with  your  empluyec  instructor 


EI  C^^ttification 

B.     A  clt^ar  Mtat^fnent  of  the  |_-robius  i>eleGtt'd 
followed  by  a  st©p-by-itep  description  of 
the  i>rocQSS  you  wont  thtou^h-  Sumsafize 
your  findings  and  state  your  conclusions > 
Include  a  display  of  statistical  data 
col loctyd, 

C*,     Oral  or  writtyn  statement  prt^sented  to 
your  iGaming  managt^r 


1 


0  ft 


n 


ERIC 


"J 


ACTIVITY  5 
DATE  


setenat  in  tht?  rnrynur.it/ 

S#l#ct  and  visit  ^  csnyriuniEy  site  thdt  is  an 
example  Of  ddvaneing  isignco  #nd/or  zechnolegy 
QF  is        ageney  whidi  deals  with  env^ranaentdl 
or  ecological  kUMXMM.     On  that  site,  invescigate 
^  isiue  or  an  applicatisn  of  the  scientifls 
nethodi 


EVALUATION 


RESOURCES 


Qfegon  Htudent  Public  IntgreiE 
Rei^areh  Group  COSPlRG) 

Oregon  Museiai  uf  Si:l»?nce  dnd  Industry 

Portland  State  University  Environinental 
Le^jfTiing  ^6nter 

W.^=ud  Pft3du4jt3  Corporation 

Local  or  QOunty  Planning  Commisyion 

Chinook  Centred  (Portland  access 
direetsry) 

Yellow  Paggs  pf  t^afning  Retouxcea 


PRQOUCTS/CRITERIA 
UnlesB  ofiieiwis^  sp&sifisdt  ptoduGtM  snd 
critutict  hfUl  be  negotisSt^d  with  your  LM 


Before  you  visit  the  site,  negotiate  with  your 
learning  aan-jer  exaGtly  what  you  plan  to  learn. 
Gather  information  relating  to  the  following 
questions  and  decide  in  advance  how  you  will 
present  this  knawlgrige  to  your  learning  manager, 

1.  feftiere  is  the  site  located? 

2.  Why  is  it  in  eKisf-ence? 

J,    What  issuey  does  it  deal  with  or  what 
products  does  it  produce? 

4^     How  i§  the  icientlfle  nethod  used? 

i«    What  is  the  social  or  cultural  Ifi^act  of 
thii  organization? 


1 


information  will  be  presenteid  in  the  following 
nianner  (to  be  negotiated  with  your  leaimlng 


B^nager) i 

G'JG 

0 
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Prmdm-signed  Project 

A t  ta  chma  n  t  1  ( S  ci  en  ce ) 
SCIENTIFIC    WORD  LIST 

Provide  a  working  definition,  in  your  own  words,  of  the 
following  tBrum  t 

1.     systematic  bahavior  

.2.     critical  thinking  _  

3*     logical  methods  

4.  cause  and  effect    

5.  precision   

6.  accuracy  ^    

7*  self  ^discipline  ^ 

8.  statistics   

9.  self-control  ^  

10.  effective  relationships 

11*  initiative 

12,  decision  making  

13.  goal  setting  

14,  coping  with  stress  

15.  self-esteem   


I 


583 


Appendix  A  (SciBnce) 
PrBdesigned  Project 


Attachment  2  (Science) 
ACTIVITY  CHECKLIST 


Vsin'j  thm  following  display  as  a  guide,  observe  and  record 
sclBntific  behaviors  you  find  at  an  €implQy&r  dite. 


W"hat  did  you  «piiaE  did  yau  smm  thac 

that  learned  to  fuggg^t  -S^gmgd  ta  dstRcn^trate  tne 

this  tyuQ  3f  b^havier*  oppo§it»f  Eype  of  behavior* 


CrlELC'il  thinking 

Se lying  sh  furid  3f  faces 

Cause  ind  effeet 

Using  £jr'5eisi©n 

*If  the  sp4ec  allQWed  ysu  is  not  adequate,  use  a  separate  pa<je  foe  additional  observaL 
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Attachmint  2  (continued) 


■4hat  did  you  jhq  Whjt  did  yeu  tiat 

that  iegmed  Eq  suggest  t^em^d  lq  dgmonitrstr  ' 

Wh4£  CQ  look  far  thii  typ€  Q*  behawiof*  eppuiitu  type  o£  b^h^vi  jt* 


relationships  with  etheri 

Shows  ^nitistivs 

Shsws  ability  to  isake 
indupoiidsnt.  deeisiqV^s 

ShQwi  ability  to  s^t 
and  m#st  qsals 

Shows  jLbiiity  to  cape 
effectively  with  itreas 

ihews  ielf^esteem 

•If  the  spaed  a  1 lowud  you  i§  not  adequate,  use  a  separate  pagu  for  additional  obiervattoris * 
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Career  tivelopment  Liarning  Objectives  and 
Rec>^ffTOnded  Delivery  Techniques 


The  following  pages  give  l&mrrdng  objectives  for  mmoh  of  the  four 
Carmmr  DBvelopment  outaome  goals  and  suggest  activitiBS  that  can 
help  students  achiaw  individuml  ob  jecHves  ^    See  -'Curriculum 
Outaomes pages  Ji^JS*  for  a  narrative  sumnary  of  methodB  for 
dmlivmring  Career  Drnvmlopment  learning* 


Appendix  B  (CMre&r  Development  J 
IDENTIFYING    CAREER    INTERESTS    &    UNDERSTANDING  WORK 


Outaome  goaj,-    Students  will  incrsMse  their  knowledgB  of 
personal  Mptltudas^  intBrests  and  abilities  as  applied  to 
^tmntial  caremr  interBSts . 

Outaome  Goal:    StudentB  will  increase  their  knm^l&dge  of 
soaialf  govermmntal  and  eaonomia  issues  and  trends  in  the 
world  of  work^ 


LEAmfXNG  OBJECTIVES  DELIVERY  TECHNIQUES 


Stif- Ana lysis 


StudantB  Bhould  analyEa  the  a, 
Interrelationship  of  lifestyles ^ 

interests  and  aptitudes  in  b, 

relation  to  potential  career  c . 

choi«s*  d. 


Exploration  Package 
"matching  exereise" 
student  joiimal 
Career  Information  System 
Self-Directed  Search 


Students  should  identify  a. 

personal  strengths  and  b* 
deficiencies  in  skills^ 

knowledges  and  attitudes  in  d* 

relation  to  potential  career  e, 
choices , 


Exploration  Package 
student  journal 
learning  level  eKperiences 
Career  Information  System 
Self-Directed  SearGh 


Students  should  examine  the 
influence  of  family  ^  peer  and 
societal  expectations  on 
potential  career  choices . 


special  activity^  m^ing 
a  Faadly  Career  Tree 
Self-Directed  Search 


SociO'EcQnomic  Issues  and  Tt  dnqs  in  the  World  of  Work 


4,  Students  should  have  a  basic 
understanding  of  thm  social  ? 
governmental  and  economie 
system  in  Aaierica  and  htw  it 
relates  to  potential  careers 
and  to  their  general  welfare, 

5*     Students  should  analyEe  the  wcrk 
ethic  in,  America  for  its 
national  and  personal 
significance. 


a*     employer  seminars 

b*     con^etencies  1,  2,  3,  4, 

7,  9,  10,  11,  12 
c,     functional  citizenship 

project  activities  on 

employer  sites 

a*     employer  seminars 

b,     Es^loration  Package 

s.     learning  level  e^eriences 
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LEARNING  OBJECTIVES 


DELIVERr  TECHNIQUES 


Students  should  have  an 
mderstanding  of  manageTOnt  and 
l^or  relations  in  America, 
including  a  historical 
parspcctivs  on  the  l^or 
movement  and  its  economic'^ 
social  impact  and  current 
l^or ^management  relationships . 


a.  employer  seminars 

b,  functional  citizenship 
project  activities 


Students  should  understand  the  a. 
concepts  of  employmantf  b. 
miemployment  and  underemployment  c, 
in  relation  to  potential  career 
choices  * 


amp layer  seminars 

Career  Information  System 

learning  level  experiences 


Students  should  become  aware 
of  local  ^d  national  economic 
and  occupational  trends , 
recognizing  growth,  declining 
and  emerging  industries  and 
occupations . 


Career  Information  System 
(for  local  outlook) 
employer  seminars 
learning  level  axperiences 


9,  Students  should  be  aware  of  the  a. 
natiira  and  affects  of  all  types  b. 
of  job  disorindnation. 


employer  seminars 
laarning  level  eKperiances 


Matching  Specific  Job  Infonnation  With  Interests ^ 
Aptitudes^  Abilities  and  Career  Goals 


10.  students  should  be  able  to 
compara  job  infOOTatlon  with 
their  intarests^  values  and 
abilitias  and  maka  decisions 
about  further  investigation 
and/or  participation' in  carear 
areas  of  tiieir  dioice* 


Exploration  Package 
"matching  exiarcise** 
Career  Information  System 


11*  Students  should  outline 

stratagies  toward  achieving 
tantativa  oaraar  goals , 
induing  strategies  to  improve 
skills  and  knowledge 
deficiencies  to  reacii  those 
goals. 


a*     employer  seminars 

bp     learning  level  es^ariances 

c,  skill  building  leval 
asperiences 

d.  projaet  activities  on  employer 
sites,  particularly  onsita 
Basic  Skills  applications 


12*  Students  should  examina  career 
possibilities  in  view  of  the 
demands  these  careers  m^e  on 
their  parsonal  life. 


a,  an^loyer  seminars 

b.  Exploration  Package 

c*  Career  Information  System 

d.  Self-Directad  Search 
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Appendix  B  fCareer  DevBlopmnt) 


EMPLOYABILITY  SKILLS 


Outaoms  Goal:    Students  will  develop  increased  dependability 
and  qmnmral  skills  in  job  finding ^  job  application  and  0/3- 
the- jab  nagotiations  necessary  in  daily  work  interactions . 


LEARNING  OBJECTIVES 


DELIVERY  TECHNIQUES 


Job  Finding  and  Job  Applications 

13.  Studants  shQuld  ba  ^Is  to  uae 
a  variety  of  so^eas  to  locata 
avail^le  jobs. 


a*  Career  Infomation  System 
b.     enployar  saminars 


14.  Students  should  knc^  tha 
benefits  and  liabilities 
using  pi^liG  and  privata 
employment  agencies. 


a,     employ ar  saminars 
of  b.     competency  12 


15.  Studenta  should  ba  able  to 

interview  succassfully  for  jobs. 


itency  12 
amployer  seminars 


16.  Studants  should  be  able  to 
write  personal  resxsnes. 


a,  compatency  12 

b.  Student  Profiles 


17,  Students  should  ba  able  to  usa 
and  understand  Ae  social 
security  and  state  industrial 
accident  systems,  unei^loyment 
and  so  forth. 


a. 
b. 


tency  11 
loyar  seminars 


Work  Interactions  and  On-the-Job  Negotiation 


18.  students  should  be  able  to 
interact  successfully  with 
supervisors  and  coworkers  on 
jobs  of  toeir  choice  by 
recognizing  rules  of  the  shop, 
production  escpectations  and 
team  work  habits. 


a.  employer  seminars 

b.  learning  level  exp^nen 

c.  skill  building  laval 
experiences 


19.  Studants  should  understand  tte 
nature  of  organizations^ 
including  organizational  ni 


learning  level  and/or 
skill  building  levels 
employer  seminars 
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CUREICULUM  S  INSTRUCTION 


LEARNING  OBJECTIVES 

and  structures,  and  should 
eKamine  the  impact  of  those 
structuras  on  theMelves  ^ 


20.  Student  should  identify  the 
company  or  bi^iness 
organic tional  structiire  and 
examine  the  intact  of  that 
striictura  on  thair  working 
roles  - 


DSLIVERy  TECHNIQUES 

c.  predesigned  critica] 
thinking  project  activities 

d.  predesigned  functional 
citizenship  project 
activities 

a.     employer  seminars 
bp     predesigned  critical 

thinking  project  activities 
c*     predesigned  functional 

citizenship  project 

activities 


DeveTopinq  Entry  Level  Work  Sknis 

21*  students  should  have  the 
oppcrtimity/  when  desired, 
to  develop  specialised  entry 
level  skills  in  potential 
careers  or  jobs. 


22.  Students  should  develop  some 

general  job  skills  in  a  variety 
of  occupational  settings. 


skill  building  level 
experiences 

b.  special  classes   (for  example, 
college  or  indust^  training 
centers) 

c.  predesigned  functional  ' 
citizenship  project 
activities 

a,     learning  level  experiences 
b-     learning  level  skill 

development  activities 
c,    Basic  Skills  work  on 

employer  sites 


AppmndiK  B  (Career  Development) 
CAREER  KNOWLEDGE 


OutmmB  Go^U^:    Students  will  inarm &Mm,  thmir  Jmowl&dgm  of 
finanaiml  Miid  pMyahQloglcMl  induaementM^  preparation  neadJ 
and  ayailmblm  pmparatlon  pro^rmm  in  potential  MzeeM. 

S     Q        .i 

'   '  ,  '  -     -   -  :  .  » 

.    MAMING  OBJECTIVES  mLr/ERY  TECmiQUES 

Training  Requlremants  and  Opportunities 

23,  Studenti  ehould  Identify  pi^lie      a*    ei^loyer  sftminara 
and  private  training 
opportunities'  avail^le  in 
career  areas  of  their  choioe. 


24.  Students  shoiild  be  awara  of 
costs  and  alternativas  for 
financing  traijdng  in  the 
careers  of  thair  ohoice. 


b,  ski  ll  building  level. 

c>  learning  level  eKperiences 

d.  Career  InfoCTation  System 

a ,  Self-'DireGt?ad  Search 

a*    toreer  InfoxBiation  Systam 

b,  laarning  level  experiences 
.c.    afflployer  site  referanca 

materials 
d*    jear^ng  eenter  reference 

materials 
e*    ielf^pirected  Search 


PiychologicaT  Considerations 


25,  Students  should  understand  the  a. 
psydiologfical  income  of  various 
careers  in  terra  of  pride  in  c. 
work^  service  to  others  and    .     ^  d* 
seM-'satis f action  jnd—-  ^ 
f ul  f i  limentrr^^^  -  * 


amployer  saminirs 
E^loration  Padcage 
learning  level  aKperiencas 
ielf-Directed  Search 


26  •  Students  should  be  aware  of  the  a< 
benefits  r  problems  wd  pressures  b. 
of  retraining  as  midoareer  adults  c, 
and  as  individuals  who  ^oose 
to  enter  fields  that 
tra^tionally  may  not  have 
accepted  certain  people. 


employer  seminars 
laarning  level  es^arienaes 
pradasigned  personal/social 
development  project 
activities 


CURMICVWM  S  imTRUCTION 


I^AmitiG  OBJECTIVES 


DELXl^RY  mCkNlQimS 


27.  StuJante  should  underitand  the  a* 

concept  of  retraining  and  b. 

additional  sehooLlng  as  an  a* 
assat  to  the  flead^le  worker. 


employer  seminars 
learning  lew!  experiences 
Es^loration  Paokage 


28,  Studenti  should  be  aware  of  a. 
the  prt^leffl  of  iK^ility  within 

the         itself/  in  addition  to  c, 

geographie  mobili^,  d. 


Exploration  Package 
employer  seminars 
Career  Information  System 
learning  level  e^eri^nces 
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APPENDIX  C 


Sample  Learning  Site  Analysis  Forms  Learning 
Objactlyes  and  Resultant  S  ;udent  Project 


Following  is  a  set  of  mxamples  showing 

1,  a  Learning  Sitm  Analysis  Form  (I£AF}  completed  for 
a  pmrtiaular  site 

2,  priori tlmd  learning  objmativmB  writtmn  by  the 
Immrning  mmnmger  from  the  LSAF  and  sequenced  by 
the  employer  instructor 

3,  to©  individually  negotiated  project  that  was 
subBeguently  designmd  by  the  Xearning  manager 
and  student  to  incorporatm  key  learning 
objectives  relatmd  directly  to  the  site  and 
its  learning  ^tential 

These  escamples  are  intended  to  supplenmnt  discussions  of  each 
of  the  three  item  that  appear  In  ^imMrning  Plan  Negotiation/' 
pages  72-75,  "Projects,"  pages  2J6-24i,  and' " Learning  &  Skill 
Building  Levels,"  pages  300-301. 

For  a  walk^ through  of  the  employer  rmlations  spmcialist/ 
&mplQy^r  instructor  interview  process  see  Emplomr/Cotmuni tu 
Resources,  Appmn^x  M.     That  same  handbook  displays  a  second 
set  of  e.^amples  similar  to  those  appearing  herm"Sme 
Appendix  F. 


6i 


'7 
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Appmndix  C  (Sampj.e  LSAF) 


/ 

/ 


experience-based 
career  education 

r 

f 

/  • 

/ 

LinRKING  SITE 
ANniYSIS  FORm 


BUSINESS/jNOUSTRY 


DEPARTMINT/PTOITION  ^ 

ADDRESS/PHONi  ^ 

fiMPLOVlR  fNSTOCTOR 

EMPLOYED  RELATIONS  SPffclALIST 


DATE, 


App&ndix  C  (Smmple  I£AF) 


SPECIAL  CONDITIONS 


Physical  Riquiramtnts 


Plemse  ^eck  enter  dmscFiptions  of  those  reguir&mnts  that  apply  to 
thm  site  I 


^Hea^  lifting^ 
Ca frying  


S  topping  JmJ^  dJ^UlA  oJi^,MnJL 

^standing  long  pari©^ 


Sitting  long  periods 


X   Speeial  voice  qualities    ^Si^i^Lm^  ^  AjiM^d,AJLJJU^¥i^ 


Ibleranee  for  noise 


X  Special  appearance  .✓HAiSi^ 


^TOleranee  for  odors^ 
Driving  ability  . 


Please  list  any  othBr  spmciml]  physical  rmguirmnmn^  ^v^^  ^^tAi44-#^-i 


Clothings  Equlpmant  Raquiremants 


Driver's  license        Hard  hat       Coveralls        Rain,  fov^   vaather  gear 

1 

K  Uni  form  fl,  ■^^^/g.^m^c^  /^^iLp^aj^  ^j^dudjftfljt^ 


OIHER 


Safety  Conditions 

Pleasm  d&Earibm  spmaial  Bafety  restraints  or  aondltions  as  dmsignated  by 
the  mmp layer  Instructor  or  contracts  and  agr&mmmnts : 
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ajRRICULUM  S  INSTWCTION 


READING   MATERIALS    CHECK  LIST 

Whi^  of  these  are  mvailablm  to  BtudentM  Mt  your  site? 

[7^  Job  applieation  form 

Notiaas  mnd  iigns  on  ioh  sits 

Forms  (ordar  forffls^  invoices) 
g^Catalogues 

^J^lro^wes  or  printed  advertising 
p*^  Manuals  and  written  instructioni  / 
I^^S (^mdvJLmB  or  lists 
Account  statements 
pgji^attera^  memDs>  notaa  (a  s^npling) 
p^^^lReports ,  pai^hletS/  or  articles  in  piilication 
Telephone  lists  or  lis^  of  extensions 


p^AdAress  lists 

["^^Labels  or  writing  on  pa        .  3 

Q  Union  or  Labor  Force  contracts 

Q  Personnel  tests  regularly  aiidnistered 

Any  otiier  specific  work-relatad  materials 
pj  List  others 


Using,  ti^  list  mbovm  mM  e     ^/srence^  Jeleet  thraa  piBomB  of  writtmn 
mmtmriml  you  fmml  mmt  hr^  rm^d  in  order  to  do  th&  job  mmtisfaatorily 
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Appendix  C  {Sampl&  ^AF) 


LIFE    SKILLS    PERFORMANCE  TASKS 

WITH  WHICH  OF  THE  FOLLCWINO  TASKS  WOULD  YOU  Bkl  ABLE  V>  HMU  STi'DENTS: 


Criti.cal  Thinking 


Answer  qutstions  about  your  involvement  witii  liCi:. 

Review  a  project  written  by  a  student  tliat  involves  your  place  of  business. 


Functlonil  C1 tlzenihip 


Answer  questions  about  the  ways  in  which  varioi^  aspocts  of  democracy  impact 
your  place  of  busineisi  for  instanaej  what  role  do  employeeE  play  in  your 
organisation's  decision  making  process? 

Answer  questions  ^out  bi^iness  taxes  that  impact  your  place  of  business 
for  instance,  how  doen  thm  ^ksr  work,  how  is  it  collected  and  computed,  what 
exemptions  are  allowed,  who  regulates  the  t^n  and  what  are  the  penalties 
for  infraction? 

Answer  questions  about  codes  that  impact  your  business  and  employees  and 
qivm  your  opinions  ^out  Che  relative  merif^  of  those,  codes* 

Science 

Help  the  student  apply  the  five^step  scientific  methodi     ( L)  observe  a 
probJem  or      ocefisi    (2)    look  for  patterns  and  correlations,'   (3)  formulate  a 
theory  or  hypothesis i   (4)  use  the  hypothesis  to  make  a  predictions  and 
(5)   t«^st'  the  theory  or  hypotiiesis  an  it  might  impace  your  place  of  business. 

Critique  the  student's  reconmendations , 

Help  students  identify  cause  and  effect  relationshiijS  and  sibuations  at 
your  site. 

Personal/Soclar  Development 


Help  a  student  identify  and  analyse  a  behav/ior  ha  or  she  possesses  that 
need;5  to  be  strengthened  or  eliminated* 


["^^  Allow  a  student  to  analyze  a  conversation  in  which  you  are  involvi 


d.  (To  do 
of  voice. 


this  a  student  will  try  to  interpret  non-vecbal  clues  such  as  toni 
facial  expression,  body  movements,  etc.,  in  an  effort  to^ understand  how  the 
speakur  feels. 1 

Critique  a  student's  observations. 

Discuss  the  manner  in  which  male/ female  roles  affect  types  of  Jobs,  advanrTomen t 
and  availability  within  your  place  of  business. 


Creative  Development 


He  If*  a  student  understand  creativity  not  lust  as  oxxjressed  in  pa  in  tiny,  muHic, 
or  craffs,  but  as  a  process  related  to  all  aspects  of  lifei 

a.     Allow  the  student  to  photograph  creative  produnts  or  methods 
at  your  bi^iiness.  / 

iij,     H«'lp  the  studsnc  identify  creacive  business  met'hods  or  operations. 

'ri  Mquf^  .1  stiudent's  suggestion  of  an  alternative  to  procedures  or  products. 
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CURRICULUM  S  XNSTEUCfXON 
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Appmndlx  C  (Smmple  LSAF) 


CUE  WORDS 


2&©  following  list  of  cucf  wor^  aan  he  med  mb  prompts  to  hmlp  employmr 
inrntmatorB  mpBalfy  thm  kinds  of  Aativitims  thmt  are  suitable  for 
BtufyntB  Ims^ning  on  theix'  Bitms. 


READING  _ 

Identify 

Interpret 

Skim 

Understand 


_  COMMUNICATIONS 

Centos  e 
Copy 

Deaeriie 
Direct 
Dlsauss 
Edit 

Enwoiate 

Fle^ibla  Vacabulary 

Inform 

Instruct 

Interview 

Listen 

Paraphrase 

Persuade 

Kadord 

Sumari^a 

Transcribe 


mm 


Add 

Balance 

Calculate 

Calibrate 

Centigrade 

Oemit 

Decimals 

Degree  of  Angle 

Degrees  of  Heat 

Divide 

Estimate 

Fahrenheit 

Formulas 

Fractions 


Measure 

Multiply 

Percent 

Ratios 

S^tract 

Use  Money 


SPECIFIC  JOB  SKILLS   LIFE  SKILLS  APPLICATION 


A4ninister 

Develop 

Mark 

Analyze 

Adjust 

Diagnose 

5temorize 

Giart 

Advise 

Discriminate 

Mix 

Gon^rehend 

Alphabetize 

Draw 

Nail 

Create 

AnalyEe 

Drill 

Post 

En^athiza 

Appraise 

Drive 

Eeason 

Generalize 

Arrange 

Examine 

^pair 

Negotiate 

Assenibie 

Excavate 

Heplace 

Observe 

Bore 

Es^eriment 

Score 

Perceive 

Build 

Fabricate 

Serve 

Realize 

Classify 

File  \ 

Serri  ce 

Relate 

Clean 

Finish 

Setup 

Resolve 

Compare 

Install 

Solder 

Solve 

Compile 

Investigate 

Sort 

Syn^esize 

Control 

Layout 

Spray 

Traislate 

Coordinate 

Locate 

Test 

Use  Statistics 

Design 

Li^ricate 

Type 

Detect 

Manipulate 

Weld 
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CVRRICULUM  S  INSTFUCTION 


MAJobTASK  O^TDHETIZIC  AfSlSTANT 


Subtagks 


{Chock  box  for 
Siudint  Parncipitidh) 


MATH 


,  (How  well 


READIMa 


(How  well) 


A|)pl^«d= 


Applied:  ^u^MBgyy^Ejem, 


FundQintfntal 


fundamental 


AppliRd; 


{€.aJUML  sag) 


Appl\ed: 


I  ihtUiHiMniJt 


Fundameniai; 


Applied 


FimUamufUol 


Fundamental 


□ 


Appiind 


PtinfUnnenitil 


□ 


Apfilimj 


Applied: 


Fundatnenial 


Applied: 


dMAjdQsLmjJL 


604 


Appendix  C  (Sample  LSAF) 


COMMUNICATIONS 

(How  w^ll) 

SPECIFIC  JOlSKlLLf 

LIFE  SKILL  APPLICATION 

Applied;             f  1 
^  Funt/amuntaL 

Fundamfffiftil 

Applied      A       f  * 

A^M.^.^X^n^  ^  ^^^^ 

FunrtDnmntai 

• 

Appi»ecJ 

rrif  i    *  #  ^'"^R^  ^ 

_ ...  - 

.4 

jrf  ii*7^  mnr^  rn  i  TTi  IJ  ™  ^m^^ 

d.9  A«^i%SyuH4i^M4 

n  'J 


CVRRICVWM  S  INSmuCTION 


MAJOR  TASK  yUAHE   T?iSPe I^S I N ^ 


Subtasks 


(Check  hoa  for 
Student  Participation) 


a 


MATH 


(How  well) 


□ 


FurultiriUfniai 


JUIp 


□ 


□ 


FuniJam*;fnni 


Appliud 


FundtiiiuHinil 


Applimi 


ReADINQ 


Applied: 


Fundamental 


Applied; 


Fundamenta!: 


Applied 


Fundamentai' 


Applied: 


Fundamtntai 


Applied: 


(How  well 
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Appendix  C  (Sample  ^AF) 


COMMUNICATIONS 


(How  well) 


Fundamental 


Applird 


SPECIFIC  JOS  SKIUS 


Fundamantar 


Appiied 


FundaninnMl 


LIFE  SKILL  APPLICATION 


ApfjltHd 


FundarTi*mtai 


/I  V»  M 


Anijjimi 


nlR^tdULUM  S  TNSTRUCTION 


MAJOR  TASK   VidU^C  V^fi 

i C heck  box  for 
Srudent  Par! icipation 

MATH 

(How  wall) 

READING 

i  How       ■  I  ■ 

A|)|)llH(l 

/ 

I 

FundiimHnlnl 

Appiitd 
Fundamental 

Applied 
Fundan^enral 

PiJnfinniiiiH*il 

AppI  iffd 
Fundamental 

FiinrinnuMit/Jl 

Applied 
Funda/nentai 

□ 

NCffEi  jA^ 

i 

Applied: 

&d''34A^@jCl,^m^4l^ 
D.  agf 

6ua 

er|c  , 


Appendix  a  (SsnipJe  IS  AD 


COMMUNlCATtONS 

1          SPECIFIC  JOi  SKILLS 

LIFE  SKILL  AFPLICATION 

Appliod 

■J 

Fundflmtmtai 

kjaXL^  Qmj^  hwk^^ 

1 

Fundam*?nial 

• 

Applied 
F'inHnmfifitiil 

A(>plit'r| 

.-—^  . —         -  - ----- 

609 


CURRXCULUM  S  INSmvCTIOfi 
MAJOR  TASK  COMrACT  LfiNS 


Subtasks 

(Check  box  for  ^ w 

MATH 

READING 

Sii^dent  PartiCipanon i 

(How  well) 

(How  well ) 

Applied 

FuiKliiinunifi} 

Fundamental 

Ajjpl  rfui 

Appj  led 

Fundamental 

Fnnrjfimf'nfn! 

Applied 
Funddmentnl: 

> 

Applred: 

Fnndnntnnui! 

Fundamenraf : 

Ainjiinri 

-  -   

Appltecl: 

\ 

61u 
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AfpcndJ:^  C  (SLUpl^  LSAF) 


1  COMMUNICATIONS 

(How  well) 

SPECiPlC  OB  SKias 

LfFi  SKILL  APPLICATION 

Fundamofita  1 

■ 

1 

^  ^ — _  

\ 
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CVRRICl^UM  S  INSTRUCTION 


MAJOR  TASK  KSHATOH^TZ^/VUPfLLAtf  T^'STANCg/VQe^SUCA^f/ PATie NTS 


□ 


KiiiidnnifMif^ 


Appliecl 


FiHidamRntai 


Subtasks 

<ChfeCk  bos  for  ^  W 
Student  Panic rpaitoni 

MATH 

(How  weH) 

READING 

(How  Willi 

i              ^               0  ^ 

Funtlnmffnia! 

Appl  led 
Fufidamunia  1 

ApphfUl                              ?    U       •       »  * 

Appl  ind 
Fundflmental 

/m^^n^  MHfu^L^  4iMfUj^y4 

Applied  ^  (1*0 
Fundamental 

JU3«M.  ckoAA  £^Dijg^ 


Appendix  C  (S Ample  LSAF) 


COMMUNICATIONS 

(How  well) 

SPfClFIC  JOl  SKILLS 

LIFE  SKILl  APPLICATION 

Fundamental 

irhiii          ^ < j  a.  .1  ■      d       ^  ? 

Applfed: 
Fundamentaf : 

^if\  J  )d  iii*ifl 

Fundamental: 

% 

\ 

m  -                *w  M '  W  f  J-^v 

Fundamental 

App.l  led: 

if     *•     4  /i^ 

61J 


CURRICULUM  S  INSTRUCTION 


MAJOR  TASK  VfSU At  FIELDS 


Subtasks 


i Check  box  for 
Siudent  Pafttcrpoli^i) 


MATH 


FiiMtjiifDenL 


Appl  jMci 


□ 


F'iiijlHmHnUJl 


□ 


□ 


FtindainufUdt 


A|jpii»)d 


(How  well) 
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-^1 


READfNG 


Apphed; 


Fundafnental 


ApDl  led 


Fundamhfntal 


Appi  red 


Fundamintal ; 


AppI  ii'd; 


Fundamentar 


AppI  ipd 


(How  well) 


• 


ERIC 


Appendix  C  (Sah.ple  L^AF) 


COMMUNlCATfOIViS 

SPECIFIC  JOB  SKILLS 

LIFE  SKILL  APPLICATION 

Applied 
FundafTiefif  ,?l 

FiindaniQnial 

1 

Applied 
FtinflamHriUil 

- — — _ — _  _ 

April 
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CURRICULUM  &  INSTRUCTION 


TOOLS,  MATERIALS.  AND  LEARNING  RESOURCES 
AVAILABLE    FOR   STUDENT    USE    AT    THE  SITE 


Tools  uniqua  to  thie  job 


Hem*  MieiwMii  atjcd^iV^  ^  ^  f'^'^^^ 


SgBcLal  classes  the  student  might  be  able  to  takei 


Work  samples  and  materials 


Heavy  equipment: 


Office  macW.nes  (Wpawriters^  calculators ^  ad^ng  machi^as/  etc.) 


Audiovisual  materials   (fllM,  tapes,  slides,  video  tapes)  equipment 
(projectors,  recorders ^  c^eras)   the  student  might  uaei 


Precision  instrments  I    dL|JU^^   VV^L^AamJ   O^M^*^  ^ 
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Appendix  C  (Le^  rning  ObjBCtlvmB  from  LSAF 


LEARNING  OBJECTIVES 

The  following  activitiss  havs  b&mn  written  from  the  LBarning  Site 
Analfjsis  Form  for 
and  reflect  activities  m  student         do  at  that  site. 

1*     List         major  tasks  of  an  optorna'  cist  assistant. 

2.  Acquire  the  skills  to  use  a  lensometer^  the  instruinant  for 
lens  measuring,  by  learning  ^o 

a.  read  n™ariaal  valves  on  the  meter,  registered  in 
diopters ,  and 

b.  ^me  and  adjust  the  machine. 

3.  In  demonstrating  efficient  use  of  the  lansonteter  the  student 
will  show  understanding  of  appropriate  levels  of  algebra  and 
geometry. 

4.  Using  a  lens  clock  the  student  will  measure  the  surface 
,    curvature  of  a  lens  (called  SAG) . 

5*    Be  able  to  read  maasurenents  and  set  up  algebraic  equations 
using  a  conversiun  chart, 

6.  Demonstrate  the  ability  to  perform  hand  neutralization*  To 
do  this  he  will  use  a  trial  lens  of  a  known  Rx  to  establish 
the  opposite  of  a  test  lens.    He  will  mat^  the  lens  until 
apparent  motion  seen  between  toe  two  lenses  resolves. 

7.  Do  basic  frame  repair  and  measure  toe  lens  to  fit  the  correct 
frames.     In  doing  this  the  student  - 

a.  |nust  assist  the  patient  in  making  a  good  fitr  for 
instance,  binding  the  tenples  for  comfort ^  and 

b.  be  able  to  insert  edged  lenses  in  either  plastic  or 
metal  frames. 

3.     Be  i^le  to  order  ilx  from  the  IdD  and  accessories  from  vendors. 
To  do  this  the  student  will 

a.     need  to  imderstand  mm  lens  dimensions  and  dioptic 
powe  rs , 


b,     be  ^le  to  express  inform ti on  to  lab  personnel  ^  and 


CVmiCVUJM  ^  INSTRUCTION 


c.     in  dealing  with  the  optometric  lab,  be  able  to 
es^lain  services  prpvidBJ. 

9.     Underst^d  the  task  of  frame  dispansing-     To  do  this  ^e 
student  must 

a.     ba  fasdliar  wite  the  relationship  faetwaen  facial 
charactaristics  and  frame  stylas, 

b*     be  ^le  to  consiunicate  with  patients  to  help  tham 
decida  on  an  appropriate  :md  pleasing  frama 
styla^  and 

c.     ba  able  to  halp  patia.  t  obtain  Gomfortabla  fit, 

10,  Understand  the  skills  necessary  for  propar  frame  styling, 
including  hot  sand  bath  and  plastic  stress  limitations. 

11.  Thm  student  who  wishes  to  gain  the  skills  of  an  ©ptometric 
assistant  wi]  i  need  to  understand  the  area  of  visual 
training  and/or  Orthoptics,     THLb  means  having  a  working 
knowledge  of  instrOTiantation  and  being  able  to  follow 
0,D,'s  directions  for  spacific  therapy  and/or  testing  of 
patients  in  tiia  following  areas i 

a,  supervisa  patients  engaged  in  devalopiM^al  vision 
activitiM  such  as  visunl^inDtor  activitias^ 
chalkboard,  walking  rail,  hmmn  bag,  visual-auditOEY 
coordination 

b,  supervisa  patients  engaged  in  pleoptic  procedures  and 
have  a  working  knowledge  of  instruTOntation s 
Visuscopar  Euthyscope,  Knight  Euthyscop^. 

c,  eye  movement  acti^ties;    have  working  knowledge  of 
rotational  instruitents  such  as  Rototrainer,  Master 
Trainer/  Kirsdiner  Rotator 

d*  ■  bin_oeylar_  ac_^vities  ^    ba  fandliar  with  operation  of 
stereoscopic  instruments ,  red^green  anaglyphs, 
polaroid  vectograph  anaglyphlc  materials  * 

In  Or,  Baker's  office  all  of  the  above  will  be  es^arienced  on  an 
observational  basis.    Thm  student  can  visit  another  optometrist  to 
acquire  first-hmd  experiences, 

12*     Th4  student  will  gain  an  rmderstanding  of  contact  lens 

instruction  or  modification,    ttiis  means  having  a  working 
knowledge  of  the  following  areas i 
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a-     Instructions     demonstrate  ability  to  instruct  patients 
in  methods  of  insertion^  reTOval  and  care  of  lenses, 
use  of  cleaners  r  wetting  and  soaking  solution, 

b.  Verification  of  contact  lens i     demonstrate  ability 
to  verify  to  of  lens  when  received  from  lab. 

c.  Lens  nodificationi    demonstrate  i^ility  to  modify 
contact  lens   (C/L)  curvature ,  edge/  peripheral 
curves.     The  student  can  practice  on  real  lenses. 

d.  Lens  manufacture  I     demonstrate  ability  to  produce 
C/L  from  button  to  finished  lens  in  accordance 
with  Rx, 

13.  Ihe  student  will  be  able  to  use  the  keratometer  (or  othometer)  ,  ' 
an  instriraent  that  measures  the  curvature  of  tte  eye.  It 
maasi^es  in  diopters  or  millimeters  of  ci^ve  for  determining 
amount  of  converse  or  diverse. 

14.  The  student  will  be  able  to  es^lain  why  the  curvature  is 
seasured  and  what  is  done  wi^  the  TOa^ureTOnt. 

15.  The  student  will  understand  the  concept  of  pupil^lary  distjince 
and  be  ^le  to  use  the  marine  to  nteasure  the  client's  far^ 
viewing  and  near^viewing  distance  in  millimeters. 

16.  The  student  will  be  able  to  determine  focia  point i  the 
distance  between  the  lines  of  sight  tells  the  optician  where 
to  put  the  optical  centers* 

17.  Because  there  are  many  words  raique  to  optometry  the  student 
will  keep  a  running  log  of  new  words #  write  definitions  md 
e^^lain  them  to  the  satisfaction  of  the  en^loyer  instructor. 

18.  Develop  the  conmunications  skills  involved  in  dealing  with 
patients . 

19.  Answer  the  phone,  make  appointments ^  log  appointments  by  time 
and  date  and  i^e  the  verbal  reasoning  necessary  to  deal  with 
scheduling  pr^lems. 

20.  Master  the  u^^^  of  the  wall  chart  to  test  ^sual  acuity i 
a*     Understand  what  20^20  vision  nteans . 

b.  Understand  tee  reasoning  behind  the  wall  chart 
letters  and  why  the  charts  are  used. 

c.  Memorise  the  wall  chart  letters  and  criterion  for 
passing  or  failing. 
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21,  le  able  to  oparate  and  record  results  from  comTOnly  used 
visual  field  screening  devices  such  as : 

a.  Multiple  Pattern  Vision  Screener  (RDberts; 
Harrington^ Flocks) 

b.  ^eriMtr>''Land  Perimeter;  Bronteach  or  similar 

Tangent  Screen  -  know  sizes  of  targets  and  test 
distances  used 

22,  Demonstrate  ability  to  operate  and  record  results  of  testing 
using  peripheral  fiel^,  central  field  and  tangent  screen. 
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LirE  SkiUS  AREA  SCIFNCl 


iTUDENT  NA/-'E  JWdfJ  Sli^____^  PROJECT  TITLE 

^Mf^LUfES  INSTRUCTOR  _  ^^^^  Bakjr^  nplnrndtrUt  tMPLQfER  SITE 


. Qj<  jecom ing  an  Qptontctric.  Asslstdnt 


LEARNING  MNAGER  SATl(iNALE/AjSESSH£NT : 

^i<^haul*  ^  loirnifii  Lvv^.-l  ^ith  Dt ,  PjJc-r  id  j  >KHiJ  pLieti  tot  aim  to  l-.iin 


STUDE*jT  RATIONALE; 

ti     I  'jtii  ^i.ii^'  jlL         l^mnt^b  rill  J  U.OiF  Hiri '.'i^>.'t'       J  I  huf^^  to  Ir'jrn  r^uch 


STARTING  DATE 

TARGET  DATt 

DATE  RECEIVED 

ERS  CERTlFfCATlON 

CRITICAL  THINKING 
Wr<AP-UP  COMPLETE 

COMPLETION  DATE  ____ 


PR&JECT  EVALUATIDN, 


COMMENDATIONS: 


as 


ACTIVITY  1 
DATE  


Hic^sml  will  gain  &  EDtal  pietur^  of  wha" 

an  optoniiftrist  and  an  optometrie  asii^taiit  da. 


EVALUATION 


RESOURCES 


ERIC 


PRODUCTS/CRITERIA 

UnluM^  otiwri^iMs  spmaifi^df  products  and 
critmri^  will  bm  n^gotist^d  with  your  LH 


.imr  of  inajpr  and  mipnr  tasks  to  he  written 
egibly  and  in  iiik 


ACTIVITY  2 
DATE  ^ 


RESOURCES 


Michael  will  g&in  g^getgng  In  ms  of  fche 
following  instrmstits  t 

2,     lens  glock  « 
3»     qonversiofi  chart 
4.  kerafeosetar 
wall  chart 

He  should  ifflderstand  through  observation 
.the  of  the  follOWinf  instriMltts s 

1 ,  visusaope 

2.  euthysoo^ 

3,  rs to trainer  ^ 

4 ,  aas  te r  trains  r 

5.  Kifshner  rotator 

6.  3teresi€Oplo  instrunEn^ 


Employer  site 


PRODUCTS/CRITERIA 
Unless  othetwiMQ  specified,  productM  and 
^ritefi^wiJJ       n^gotimtmd  with  your  Ui 


Performanee  for  each  one  c%tt\timA  by  the 
employer  ingtruGtor 


EI  Csrtifimtion 


EyAlUATIOfl 


ft 


n 

rt- 


ERIC 


ACTIVITY  2 

DATE  


RESOURC 


Michael  will  g&in  g^petgng  In  use  of  fche 
following  Inflfcruffieiifea  i 

1.  lensoeiefcar 

2,  lens  glock  « 
3«  conversiofi  chafK 
4<  kerafeosetar 

wall  chart 


Einployef  site 


^    He  should  igderstand  thfsugh  obaervafcion 
.the         of  the  followinf  instriuisnfcsi 


1. 

vlsusqope 

euthyspo^ 

3. 

fsfcotfainer  ^ 

4. 

Blaster  trainer 

5. 

Kifahnejr  rotator 

€. 

3terasi€Opio  instrunsn 

EVALUATION 


PRODUCTS/CRITERIA 
UnlQss  QthmrwisQ  sp^aifi&df  produf^tM  a/id 
^ritefi^wiJJ  ts  n^gotimtmd  with  your  Ui 


Performanee  for  each  one  certlfiert  by  the 
effiployer  ingtruGtor 


ET  Csrtifisstion 


ACTIVITY  2 
DATE  ^ 


RESOURCES 


Michael  will  g&in  g^getgng  In  ms  of  fche 
following  instrmstits  t 

2,     lens  glock  « 
3»     qonversiofi  chart 
4.  kerafeosetar 
wall  chart 

He  should  ifflderstand  through  observation 
.the  of  the  follOWinf  instriMltts s 

1 ,  visusaope 

2.  euthysoo^ 

3,  rs to trainer  ^ 

4 ,  aas  te r  trains  r 

5.  Kifshner  rotator 

6.  3teresi€Oplo  instrunEn^ 


Employer  site 


PRODUCTS/CRITERIA 
Unless  othetwiMQ  specified,  productM  and 
^ritefi^wiJJ       n^gotimtmd  with  your  Ui 


Performanee  for  each  one  c%tt\timA  by  the 
employer  ingtruGtor 


EI  Csrtifimtion 


EyAlUATIOfl 


ft 


n 

rt- 
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ACTIVITY  2 

DATE  


Michael  will  g&in  g^petgng  In  use  of  fche 
following  Inflfcruffieiifea  i 

1.  lensoeiefcar 

2.  lens  glock  « 
3«  conversiofi  chafK 
4<  kerafeosetar 

wall  chart 

He  should  igderstand  thfsugh  obaervafcion 
.the         of  the  followinf  instriusntsi 

1  *  vlsusqope 

2.  euthyspo^ 

3^     fstotfainer  ^ 

4  ^    Bias  ter  traine  r 

5.    KifshnejT  rotator 

3terasi€Opio  instrunsn^ 


ginployer  site 


EVALUATION 


r  A  ■ ; 


ERIC 


PRODUCTS/CRITERIA 
UnlQss  QthmrwisQ  sp^aifi&df  produf^tM  a/id 
^ritefi^wiJJ  ts  n^gotimtmd  with  your  Ui 


Performanee  for  each  one  certifiert  by  the 
effipleyer  ingtruGtor 


ET  Csrtifisstion 


ACTIVITY  2 
DATE  ^ 


RESOURCES 


Michael  will  g&in  g^getgng  In  ms  of  fche 
following  instrmstits  t 

2,     lens  glock  « 
3»     qonversiofi  chart 
4.  kerafeosetar 
wall  chart 

He  should  ifflderstand  through  observation 
.the  of  the  follOwinf  instriMltts s 

1 ,  visusaope 

2.  euthysoo^ 

3,  rs to trainer  ^ 

4 ,  aas  te  r  traine  r 

5.  Kifshner  rotator 

6.  3teresi€Oplo  instrunEn^ 


gmployef  site 


PRODUCTS/CRITERIA 
Unless  othetwiMQ  specified,  productM  and 
^ritmri^will        n^gotimtmd  with  your  Ui 


Performanee  for  each  one  c%tt\timA  by  the 
employer  ingtruGtor 


EI  Csrtifimtion 


EyAlUATIOfl 


ft 


n 

rt- 


ERIC 


APPENOIX  D 


Onsite  Basic  Skills  Extrdsts  And  Prescription  Pad 

/ 

On  th&  following  pages  we  of for  Bxamples  o£^ several  optional 
tools  your  stMff  mag  use  in  idBntifyingf  piescribJ ng  for  and' 
i^vm lusting  B&sic  Skills  tasks  that  can  bm  pBrformmd  at  Bmployt^r 
sites.     Includmd  are/ 


J,     Basic  Skills  snlf-asHessmmnt  rnxmraises  students 

may  either  p&rform  as  project  aotlvitims  or  substitute 
for  a  portion  of  the  SxplorMtion  Paakage. 
"Projects/"  pages  351^255  f  and/or  "Career  Explorations ^ 
page  155 

2,    brief  narrative  instruations  thBt  are  given  students 

and  employer  instructors  regarding  use  of  the  exmraises 


J.    a  sample  of  a  Basic  Skills  prescription  form  that  may 
be  used  by  the  employer  relations  specialist  to  notify 
EBCE  learning  managers  of  any  difficulties  perceived  by 
either  employer  InBtruator.^  or  by  the  ERS  in  a  student's 
I  performance  of  BaBic  Skills  tasks  at  employer  sites. 

This  form  aan  be  used  in  conjunction  with  the  seif^ 
assessment  exercises  or  separately ,  depending  on  the 
circumst^mies  in  which  difFiculties  are  noticed. 

If  you  plan  to  use  either  de^nce  extensivmly  you  may  wish  to  have 
them  printed  in  No^Carbon^Rt^quLred  (NCR)  p^ds  since  several  copies 
of  both  t^he  Basip  Skills  exercl.^e  form  snd  the  prescript  ion  form 
are  necessary  to  use  them  adequately  (se^  instruction  shHet, 
pages  633^634  )  *  * 
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Onsite  Basic  Skills  Extrdses  And  Prescription  Pad 

/ 

On  th&  following  pages  w&  offer  mxamples  o£^ several  optional 
tools  your  sta/f  may  use  in  LdBntifyingf  piescrlbJ ng  for  mnd 
i^valuAting  Basic  Skills  tasks  that  can  bm  pBrformmd  at  Bmployt}r 
sites.    Included  ar^i 


1,  Bmsia  Skills  snlf-asHessment  Bxmrcises  students 

may  either  p&rform  as  project  activitims  or  substitute 
for  m  portion  of  the  SxplorMtion  Package.  (Smr^ 
"Projects f"  pages  251^355  f  and/or  "Carmer  Explormtions ^ 
page  155 ,) 

2.  brief  narrative  instruations  thBt  are  given  students 
and  employer  instructors  regarding  use  of  the  mxercisBs 


3*    a  sample  of  a  Basic  Skills  prescription  form  that  may 
be  used  by  the  employ bt  relations  specialist  to  notify 
EBCE  learning  managers  of  any  difficulties  perceived  by 
either  employer  inBtructors  or  by  the  ERS  in  a  student's 
\         performance  of  Basic  Skills  tasks  at  Bmployer  sites- 
This  form  can  bo  used  in  conjunction  with  the  seif^ 
assessment  exercises  or  sBparatBly ,  depending  on  the 
circumstanaes  in  which  difficultiBs  are  noticed. 

It'  you  plan  to  USB  Bither  de^nce  BxtensivBly  you  may  wish  to  have 
thBm  printed  in  No^Carbon^Ht^quirBd  (NCR)  p^ds  since  sBvBral  copies 
of  both  t^he  Basip  Skills  exercise  form  snd  the  prescript  ion  form 
are  nt^cBssary  to  use  thBm  adequately  (seB  instruction  shHet, 
pages  633-634  )  * 
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Student  NamG  Emploger  Sit\e/Job  Date 

ONSiTE  "basic  skills  SELF-ASSESSMENT 

Math  )matics 

Cnpy  to:  Student 

Employer  Instructur 
*  Employer  Relations  Specialist 

Xn^truationB :       Select  five  tasks  requiring  mathematics  that  are 
rapresentativa  of  this  job.     Write  tham  on  this 
sheet*     Evalufljte  student's  perfoririance ,  If 
successful  siAi  student's  copy  of  tasks,  If^ 
student  has  dMficulty  fill  in  Prescription  Pad 
and  attach  tu' student *s  copy  of  this  assessment. 

Description  of  tasks-; 

1.  .  ^ 


The  student  h«Hs  suc':^essfuliy  compl'itad  these  taaks. 


Date  Sianaturi^  of  FJmployer  fniitruator 
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Appendix  D  (Basic  Skills) 


INSTRUCTIONS    FOR    USE    OF    BASIC    SKILLS  EXERCISES 
Corronunications  Skills 

1.  The  student  (with  help  of  employar  relations  spenialist  or 
employar  instructor)  consults  a  list  of  available  job-related 
raading  materials  on  employer  sites . 

2.  The  student  selects  three  different  kinds  of  readMig  matarials 
such  as  I 

a*     a  form  such  as  invoice,  personnel  application # 

order  blank  #  telephone  message  fom  and  so  forth  / 

b-     instruction  manual  or  inforaation  pamphlet 

c.     routine  memo  or  letter 

d*     list  of  names  and  addresses 

The  employer  instructor  or  employer  relations  specialist 
describes  the  three  selected  tasks  on  the  Onsite  Basic  Skills  , 
Assessment  f©rm*_   Employer  instructor^  employer  relations 
specialist  and  studant^  each  get  a  copy^^^ 

3-    For  each  of  the  three  tasks  the  student  will  demonstrate  to 

the  satisfaction  of  the  employer  instructor^     .^ployer  relations 
specialist  or  learning  manager  his  or  her  at  l   .ti  to  read  the 
material  well  enough  to  utilize  it  as  necessary     ■  the  job*  / 
Suggested  means  of  assessing  this  are: 

Form.     The  student  will  demonstrate  ability  to  read  and 
respond  to  a  form  by  completing  it  satisfactorily. 

Instruction  manual  or  in fonnation^ pamphlet.     The  student  will 
read  and  explain  or  denwnstrate  appropriate  performance  in 
response  to  a  passage  designated. 

Routine  tmmo  or  latter.     The  student  will  r^ad  a  memo  or 
latter  and  satisfactorily  explain  orally  or  in  writingi 
(a)     the  main  point(s)^   (b)     the  writer's  purpose  and 
(c)     specific  facts  and  details.     This  could  also  be 
demon  St  rate  d"^  by  ^  composing  a  repiy  to  the  letter  or  memo* 

List  of  names  and  addresses.     The  student  will  demonstrate 
ability  to  locate  three  names  on  an  alphabetical  listing  and 
copy  the  names #  addresses  and  telephone  numbers  (if  given) 
accurataiy. 
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4,     The  employer  instructor  will  evaluata  per formance ' and  sign  thn 
student's  form  if  he  or  she  performs  the  tasks  successfully. 
If  the  student  has  difficulty  the  employer  instructor  will 
talk  to  the  employer  relations  specialist  and/or  write  a  note 
SUafesting  where  help  is  needed.     The  EES  will  communicate 
this  to  the  student's  learning  manager. - 

Mathematics 

1.  The  student r  in  conferonce  with  empioyer  instructor  and/or 
amployer  relations  specialist^  selects  from  the  Learning  Site 
Analysis  Form  (LSW)   five  applied  skills  tasks  requiring 
mathematics  or  the  employer  instructor  may  assign  tasks  other 
than  those  on  the  LSAF, 

2.  Assigned  tasks  are  written  on  the  Onsite  Basic  Skills  Self-' 
Assessment  form.     Employr:^  instructor/  employer  relations 
specialist  and  student  each  get  a  copy. 

3-  The  student  performs  the  tasks, 

4-  The  employer  instructor  evaluates  the  student's  performance. 
If  the  student  performs  the  tasks  successfully  the  employar 
instructor  will  sign  the  student *s  form.     If  the  student  has 
difficulty  the  employer  inr  ,    ^tor  will  talk  to  the  emplcyer 
relations  specialist  and/or    ^ite^a  note  suggesting  where 
help  i£  needed.     The  ERS  will  coimnunicate  this  to  the 
student's  laarning  manager. 

NOTE:     The  employ mr  relations  speci^ilist  m.?^^  use  the  BaBic  Skills 

proBcription  pad  displayed  on  the  following   'Wge  to  record 

employer  instructor  suggestions  and  to  pass  thBm  to  the  leMrni ng 
mMnBger *  ^ 


Appendix  D  (Basic  SkilJs) 


StudBnt  Samm  Employer  BitB/ Employer  Instructoi- 


BASIC    SKILLS    PRESCRIPTION  PAD 


(Fill  in  BMch  timm  the  studmnt  has  difficulty .  Give  a 
copy  to  the  student  and  one  to  the  learning  manager.) 

Activity 

Write  project  title  and  activity  nurter  or  dascribe  the 
applied  Basic  Skills  taskj 


Prescription 

5«niat  should  ba  dona? 


What  can  wa  do? 


What  can  thm  EI  do? 
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APPENDIX  e 
Career  Assessment  Instruments 


students  us^  both  the  Career  In farnmtlon  S^tem  (CIS)  and  the  S&lf^ 
Dix^QtB^ Se_^ rch  (SDS)  as  ways  of  narrowing  in  on  th&ir  career  and 
accupational  pr&fBr&nces  and  idBntifying  specific  jobs  that  might 
be  of  interest  to  them.     (S&e  "Caremr  Explorations /'  pagBS  lit  and 

lis.) 


CAREER  INFORMATION  SYSTEM 

Ttie  CIS  is  a  imique  cQ^uter=basad  program  developed  at  the 
Uni varsity  of  Oregon  to  provida  cc  -prehensiva  data  regarding 
thm  availability  of  jobs  and  related  occupational  information^^ 
primarily  for  the  state  of  Oregon,     CIS  also  has  avail^le  an 
Occupational^  Neadlasort  System  for  use  by  programs  without 
computer  hodk"*up  facilities*     'Dia  needlesort  system  comes  with 
career  infomation  files  in  tte  form  of  computer  print^outs.  Ihe 
CIS  approadi  to  career  interests  identificati^^^^  rase^arch  can 
be  of  extraordinary  assistance  to  all  s^ool  programs  dealing  with 
career  counseling  and  the  preparation  of  youtii  (and  adults)  for 
careers.  l 

Several  other  states  eitiiar  have  begim  or  are  planning  career 
infonnei'i'.on  systems  similar  to  CIS.     For  inst^ce*  Alabama/ 
Colorado  ,  M&ssachugetts  ,  Midiigan,  Minnesota^  Ohio Washington  , 
and  Wisconsin  have  received  grants  to  set  up  gindlar  systems. 
If  you  are  interested  in  access  to  a  locally^based  system,  you 
should  contact  one  of  the  following  sources  for  further  informations 


1,     Career  Information  System 
Of ficfe*  of  the  DirecMr 
247  Hendricks  Hall 
Univarf^lty  of  Oregon 
Eugana  /  Oregon  97403 
(503)  686-38'^^ 


2.  the  head  of  the  State  Department  of  Labor 
in  your  state 

3.  your  State  Superintendent  of  Public  Instruction 
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How  (CF)2       dents  Use  the  System 

Osing  a  questionn vl fortri,  i^he  student  resf ont  i  to  questions  aba 
job  preferences  according  to  six  categorissi 

1-    physical- limitations  4.  aptitudes 

2.  location  5,  interests 

3.  education  and  tra.    =ng  6.  earnings 

The  studant  punches  answera  to  questions  in  each  r.^^egory  on  m 
computer  terminal  located  at  the  learning  center.     The  terr^^nal 
is  "online"  with  the  CIS  data  bank,     Thm  CI&  prograni  will  &^-'t 
trough  the  data  bank  on  the  basis  of  variables  specified  tliruugh 
the  six  categories  and  identify  jobs  in  whidi  the  studant  might' 
be  interestad.     TtiQ  student  may  request  a  print-out  at  any  point 
but  usually  waits   until  all  questions  have  been  answarad  to 
narrow  down  tiie  Tiot  as  much  as  poss^le.     Ihe  student  than  has 
several  "Quest"  options  open.    He  or  she  may 

1,  request  a  general  description  of  ens  or  more  jobs 
(see  following  page)  sund/bz 

2,  \    request  a  print-out  of  the  ways  to  prepare  for 

a  job  and/or 

3,  request  a  listing  of  materials  available  about 
the  job  and  its  preparation/training  needs. 

Ttiis  is  the  standard  prQCfidur&  folAov/ed  by  all  students  Students 
may  also  go  to  the  teminal        My  time  and,  using      code  book, 
request  various  infomatinn  about  ;     pecific  job  type  and  get 
the  same  kinds 'of  data  that  can        obtainad  thraugh  tha 
questionnaire  .iiXDcess. 

Th^^  system  also  records  quas tionnaire  answers  for  summarizing 
how  many  students  usa  tha  system  and  what  kinds  of  charactaris tics 
they  inquire  about  (big  city  location,  cartain  earnings  levels 
and  so  for^)  .    Staff  can  a  30  use  thiy  aatB  to  find  out,  for 
instrjice,  hw  often  students  are  requesting  b^bliograph:c  dat4^ , 
thereby  ascertaining  whether  or  not  students  are  reading  abouu 
jobs  or  if  that  part  of  tha  systrr        being  utilized  at  mil. 
Turn  die  service  provides  some  unobcriisiva  Masures  that  EE "  " 
staff  and  planners  may  usa  for  prcgram  design  ai  d  evalui;.;  a 
purposes* 


App^ndJ  X  E   (Career  Assessment  Instruments) 


SAMPLE    JOB    DESCRIPTION  PRINT-OUT 
FROM    CAREER    INFORMATION  SYSTEM 

i 

?msC  8162 

3162  HEGIS'I^RED  NURSIS 

I^GISTE^D  MUHSIS  AiSiST  PATIENTS  WITO  THEIR  CAPJ!,   FLtWCTION  kS  k  >E>S£R 
OF  THE  HEAL'l^I  CAM  TEAH  TO  MSIST  IN  THE  PHDMOTION  OF  HEALTH.  DUTIES 
VAPY  DIPENDING  UPON  WKETHIR  TOSy  WORK  IN  A  HOSPITAL,   DOCTOF' S  OFFICE, 
PUBLIC  HlM.ffl  aiNlCr   IHDUSTMAL  P^WT,i  AS  A  SafOOL  NUi^E,   OR  VAMOUS 
OIHIR  BQIMB.     GENERAL  RESPTOSiaiLlTIES  INQUDE  THE  NUBSING  OF 
PATISN^,   TEhmmQ  HEAtTO  CAm,   INSTRUCttON  OF  NUMING  SKILLS, 
ADMIN  IS  TRATION  OF  DRUGS  ^  PEEiXDRMANOT  OF  THEA^ffiNTC  ^  AND  FUNCTIONING 
mm  PHYSICIANS  AND  O'TOR  PARA-ffiDlCAliS  IN  TOE  H^LTO  CA^  TmM  TO 
ASSIST  PATIENTS'   I^TUI^  TO  HEfflTO.     FRESENILY  *  AN  EXPANDED  TOLE  FOR 
NURSES  IS  MEING  PWCTICTD  WHIOT  INABI^S  PHYSICIANS  TO  DELEGATE  Mm 
COfiPLEX  ^£EDICAL  PROCEDU^S  TO  TOEM.     mVIRDNi^NT:     INDOORS  mm  EVENING, 
WEEKEND  OR  NifflT  SHIFT  DUTY-     lOTLOYERS  I     HOSPITALS ,  NUMING  HO^ES  , 
PHYSICIA^jS,  PUBLIC  HEALTO  FACILI^F^,   INDiraTRIAL  PLANTS,  SCHOOLS  OF 
NUFJING  A^ro  PUBLIC  SCHOOI^. 

LICS^FINGi     GRADUATE  FROM  AN  APPKOVED  SCHOOL  OF  PaDPESSIONAL  NUKING  5 
PASS  EK^y^  GIVEN  BY  THE  SmTl  BTOR_D  OF  NURSING.     TRAINING^     PROGRAMS  AT 
APPROVED  SCHOOLS  ARE  2f   3  S  4  YEARS  i  SEE       LOCATION  FILE   (EDUC  8162  J 
FOR  NAJ^S  OF  SCHOOLS.     CURreNT  EMPLOYMENT.      "rATEWIDE  THERE  ARE  OVER 
9,000  JOBS   &  OVER  50%  IN  §  AMTOO  THfc  PQFT'Lk.m  A*lAi     IN  COIH^UNITIES 
WlThOUT  LOC^  HOSPITAL'",  EMPLOYmNT  IS  USUtoLY  SMM,L.     WAGES  i  ENTRY 
PATO  FOR  ?^ST  JOi:-;  IN  PORTWND  HOSPITALT  IS  NEARLY  $710/m.  DUT 
RAraS  ARE  T>'PICAttY  LOWER  IN  CLINICS   S  OThEn  COf^^T^lTIES . 

OUTLOOK  I     SHORTAGE  OF  ^PLICANre.     OUTr^00*%    'iF'  SNDS  ON  A  IJ^RGER  SUPPLY 
OF  NUMES.     STUDIE^   INDICATE  SO^ffi  IMPmVEJ^r      '?ITH  MORE  SOiOOLSi  MORE 
MEN  Ol^^iWNG  THE  FIELD  AND  FEWER  WOf^N  WIT,     -  ,^IMG  FROM  IHE  OCCUPATION 
FOR  Wl<%  PEMODS,     currently,  THEI^  SHORTAGES  IN  MOST  COf^UNITIES 

ALTHOUQl  THE  PROBLEM  IS  LESS  SERIOUS  IN  CITIES  LIKE  PORTLAND  AND  EUGENE 
WHERE  W>.GES  ARE  HIGH  e.  I^NY  APPLICAN^j.^  AVAILABLE*  Fl^POSED 

LEGISLAVION  TOAT  PERMIIS  DOCTOR  TO  DELEGATE  MORE  PESPONSrBLE  DUTIES 
ID  NURSES  SHOULD^SULT  IN  NEW,   HlfflER  PAY  JOSS  FOR  NU^ES  IN  AREAS 

l.:ke  the  souto  coast  ''/here  shortages  of  ^edica^  services  serious. 


FOR  WAYS  TO  Pi^PARE,  lYPF  IN  'PREP  91620, 
FOR  books,   TYP^  in   'BIB  8162 
OIAS/SEF   30  J  =74 

?STOP 

WHEN  THE  PTOGFAM  PRINTS  'DONE'  ,  THEN  LEAV?.  THE  TOPMINAL  FOR  THE  .=£XT 
USEF. 


DONP 
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SELF-DIRECTED  SEARCH 


As  a  means  of  identifying  specific  job  interests/  the  Self-Directed 
Search  is  similar  to  the  CIS.     Howaver  whereas  the  CIS  concentrates 
largely  on  profiling  a  jdD  on  the  basis  of  some  infoCT^tion  about 
the  student/   the  SDS  profilas  the  student  by  ascertaining  responses 
to  a  large  nmitoar  of  questions  regard^.n    the  student  ^d  than 
provides  a  code  book  for  identifying  in  general  the  types  of  jobi 
the  student's  characteristics  ^  interests,  conpetencies ,  preferred 
occupations  and  acti       tes  nLtght  suggest* 

In  devaloping  the  SDS  researchers  devised  a  system  for  classifying 
peop.1.1  into  six  basic  "types"  and  for  designating  occupations  by 
the  saine  set  of  types*     Ih'^y  found  that  people  with  certain 
characteristins  tend  to  diift  toward  certain  kinds  of  jobE  and 
that  certain  jobs  raquirad  certain  personality  characteristics, 
^i^ile  this  matching  system  of  course  is  not  altogatiier  accurate , 
it  does  give  a  good  indication  to  the  student  of  how  his  or  har 
personal  interests /  qualifications  and  characteristics  might 
relate  to  real  jobs  and  careers  in  j^e  working  world* 

following  is  a  brief  summary  of  the  people/ job  typas  developed 
b  /  the  designer  of  the  SLS ,  John  Hullandi 

Bealls tic  (r) i     General  preference  for  activities  that 
entail  the  solicit/  ordered  or  systemtic  manipulation 
of  objects #  tools,  machines  and  animals j  a  dislike  of 
educational  or  therapeutic  ac  Lvities. 

Investigative   (I)  t    General  prefer'ince  for  activities 
that  entail  the  obBar .national r  symbolic,  systematic  and 
creative  investigation  of  physical ,  biological  and 
\     cultural  pheiiornena  to  understand  and  control  such 
phenomenal  a  dialike  of  persuMive,  social  end 
repetitive  activities^ 

Arti tic  (A)  r     Gene  rax  preference  for  aTrtoiguous^  freer 
unbyBterfiatiaed  activities  that  untail  the  manipulatiun 
of  physical,  verbal  or  human  materials  to  create  act 
foriHS  or  products;  a  dislike  of  >3^1icit,  isystematic 
and  ordered  activities. 

Spcial   (S)  I     ^neral  preference  for  activities  tlta^ 
entail  t^e  mnipulation  of  a  chars  to  inioriii^  train  ^ 
develop/  care  or  enlight^ni  a  dislike  of  fj>;plicit, 
ordered,  a/stamiitic  activities  involving  materials  • 
too is  or  machines* 

5 n t er;  : ^isi ng;  (E)  f     General  prAferenc^  for  ar;tivitin& 
tliat  entail  crgonizat ional  gcilsi  or  economic  caJ.n,- 
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a  dislike  of  observational,  syntoolic  and  systematiu 
activities. 

ConventiQnal   (C) i     General  preferance  for  activities 
tiiat  entail  the  as^licit,  ordered  systematic  manipulation 
of  dat^;  a  dislike  of  aAigwus,  free,  exploraiory  or 
unsy s  teaa t i  c  i = t i  vi  ty . 

(This  informmtion  wam  taken  from  a  book  by  HollBnd — Making^ 
Voa^txpnal  ChgiaB:    A  Thmoxy  of  Caraars.     Snylmwuod  Cliffs  ^  New 
Jersey:    Prentio&'Hall,  Inc.,  1973.) 

For  information  conaQrnlng  the  SDS  or  for  aoidBs  of  its 
qvm^tiGnnalrm  booklet  and  Maaompanying  lifting  of  ocaupations , 
write:     ConsalHlng  Psy^alogists  Prese ,  577  CollegQ  Av&nue ,  Palo 
Alto,  California  94306. 


APPENDIX  F 
(CEjg's  Basic  Materials  Colliction 


Following'  are  a  sunmary  of  (CE)2's  basic  mAterial^  clasBifiaation 
systQm  and  an  alphabetical  listing  oi  tha  resources  (CE) 2  obtained 
for  its  basic  materials  aolleation  (inaluding  periodicals) . 
MatBrials  listmd  arm  drawn  from  the  program' b  1974^1975  inventory 
and  may  or  may  not  reflect  its  current  rBsources.     BeaauBe  of  the 
^vidm  assartment  of  references  currently  available  we  do  not  make 
specific  recomnendations  am  to  titles  you  should  purchase  for  your 
learning  center,    Wm  asBume  your  own  district  and  school  libraries 
w^  11  have  many  such  matmrials  on  hand  and  will  be  equipped  to  help 
you  develop  a  collection  suitable  to  your  particular  resource 
nvBds,    See  "Learning  ReBOurces /*  Item  6,  far  a  description  of  how 
(^■^)2         up  its  basic  materials  collection. 


CLASSIFICATION    SYSTEM    USED    BY  (CE)2 

hlX  materials  are  assigned  Dewey  Dacimal  Classification 
ni^^ars  and  accession  nunibers^ 

Each  unit  of  material  is  identified  by  a  code  relating  to 
the  type  of  madia  that  it  is  t 


Audiotape  AT 

Books  B 

8  mm  film  F 

Filmstrips  FS 

Folio  FO 


"There  are  main  ant^  (title 
subjact  cards  for  each  imit 
contain  t 


Kits   (two  or  mora  KT 

different  media) 

Prograiraned  texts  ft 

Records  s 

Vide^  ^  Tpe  VT 

or  author)  f  shelf  list  and 

of  ma^eriaJ ,     These  ^ards 


Title 

Author  (when  availahle) 
Pi^lisher 

Date  of  publication   (o^  copyright  if  available) 
So^jrca 

Cost  (M  of  1973) 

Listing  of  all  elements  of  that  urit  of  material 

(each  part  of  kit  and  so  iorth) 
Technical  information  (pages,  ni^iber  of  frames  in 

films trip  and  so  forth) 
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BIBLIOGRAPHY    OF    BASIC  COLLECTTOiM 

Americal     ^tie  goe-ir^/  of  a  Nation.     2  films  trips ,  KT 
2  cassetres  with  discussion  Guide.  Guidance 
Associatas ,   19  72.     S41. 50* 

American  National  Rod  Cross.  Basic  First  Aid.  4  books,  PT 
programmed  instruction.     Ki^leday,  1971.  $3.7^, 

Anderson  I  ^^illiam,  Jobs_^  Behavioral  Resear::h  PT 
Laboratory,   1972*  $5,45. 

Attiyeh  /  Richard         Capitalisin,  Co^ymunism  and  Soci^alisin  PT 
(Ihe  American  Economics  Series ^  Book  7).     Contents i 
workbook/  testoookr  teachers'  manual.     Behavioral  Research 
Lab,  1972.     $17.98  p^r  sat. 

Attiyeh,  Id. chare  Problams  of  Egonomic  Stability  PT 

and  Growth  {Thm  American  Economics  Series,  Book  3). 
Contents i    workbook,  testboakr  taachers'  manual. 
Behavioral  Hasearch  Lab,   1S72-     117.98  par  set. 

Attiyah,  Richard  E.     Ta^as  and  Govarnment  Spending  PT 
(Ihe  American  Economics  Series^  Book  5}*     ContentB i 
workbook/  tes^ook,  teachers'  mmual.     Bahavioral  Research 
Lab,  1972.     117.9^  per  sat* 

Benne'*,  Patricia  Ann.     Troi^gleshooteri    ^  Program  in  Basic  B 
English  Skills.    With  teacher  editions.     Houghton  Mifflin, 
1969.     Books' 1-7,  54,80. 

Berg,  Paul  C. ,  Stanford       Taylor  and  Helen  Frackenpohn,  B 
Skingrdjig  and  Scanning.     2  texts,  5  workbooks,  EDL 
McGraw-Hill,  1962.  "523.50. 

BluTOnthal,  Joseph         English  2200,  A  Programmed _Course  pt 
inGrammax  _and  Us  age.     Contents  i    2  texts,  tas,  i,  manual. 
Harcourt,  1964*     2  copies. 

Blumentiial,  vToseph  C*     EnglisH  jfeOO  ^  A  Programmed  Co_u^e  PT 
in  Gr jmma  r  an  d  Us  age .     Contents  %    2  texts ,  manual , 
tastbock.     Harcourt*  1969. 

Blumenaal,  Joseph  C.  Engl:-.sh  2600 ,  BmvLsmd  Edition.  PT 
Taxt,  teBtbook.     Harcourt,  1962, 

Blumenthal^  Joseph  C.     English  3200,  A  Prograiimtad  Cou^i^  PT 
in  Or&irmar  and  Usage.     Contents  i     text ,  tas toook ,  manual . 
Harcoitft,  1962. 
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Bcbrow,  Daniel.     BasicMathematics .     s  booklets,  B 
taachers '  manual,  supplainent.     Encyclopedia  B-jitannica, 

1962.  sia.oo, 

Boldan,  LeRoy*     Safety  (The  American  Health  and  Safety  PT 
Saries) .     Contents-     workbook,  test  booklet,  teachers* 
nif^nual.     Behavioral  tesaarch  Lab,  1972* 

Civil  Pisobedienoe ,  2  filmstrips^  2  cassattes  with  KT 
discussion  guide.     Guidance  Associatos,  1971*  $39*00. 

Corcoran,  Robart  Popular  Library  Dictionary #  PT 
Skillbook.     Popular  Librar^^ ,  1972.  $,87* 

Grouse,  William  Automotive  Machanics.     McGraw-Hill,  B 

1965.     616  pagos,^  Free. 

Crowhurst,  Nornian  H.     Basic  Mathamitj.cs ,     Mder^   1961,  1 
Frae, 

Dickson,  William  G,  ical  Problem^  in  Mathamaticsi  B 

Automobile  Trades.     Witn  teachars '  ^  '^y.  Delmar, 
$1*59^  $i;O0  key." 

Dickson ^  William  G*     Practical  Problems  in  Mathematics i  B 
Elactrical  Trades*     with  teachers*  key*  DalMrT 
$1,BV,   si. 00  key. 

Dickson,  Williaiii  G,     Practical  Problains  in  Mathematics;  B 
Machine  Trades.     Wi*:h  teachars'  key.     Delmar.  $2,85, 
$1.00  kay.  ~ 

Dictionary  of  Occupational  Titles^  Volumes  1  and  2.     With  B 
2  supplements*     1965.     $6.2fi,  $7*50. 

Do  Wa  Live  or  Exist?     (By  the  Students)  *     1  films trip,  KT 
2  cassettes  with  discussion  guide.     Guidance  Associates # 
1971.  $20*00* 

Drooyan,  Irving  and  William  Wooten.     Programmad  PT 
Beginning  Algebra.     5  volupies,     Wiley,   1971.  $14,36 
per  set* 

Educational  Developmantal  Laboratories.     Li^sten  and  Read  KT 
program*     Tapes  and  workbooks*     McGraw-Hill,  1966. 
FA-S1J9.50,  GHI  1^-1127.75,  GHl  2--$127 . 75 , 
JKL— $127.75,  MN--$252,S0. 

Efron^  Alexander.     Exploring  Mechanics.     ttayden,  1969.  B 
Free . 
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gnvironmtntal_  Math.     Sound  filmstrips.     Contents:  :<T 
6  filmstrips,  6  tape  cassettes*     Bailey  Film  Associates. 
^63, 00. 


Family  Financifel  Education  Program,  Cobak  Corporation , 
1972.     $,60  guide,  $.35  workbookV 


Freedom  of  the  Press  Today.     2  filrnstrips,  2  cassettGs  KT 
with  discussion  guide.     Guidanca  Associates,  1969.  $39.00. 

General  Motor  Corporation-     Hydra-matie  400,  Prineiplas  B 
of  Operation.     General  Motors,  1965,  Free. 

Uolenpaul,  Dan,  editor.     InformatiQn  Pleaae  Almanaa ,  B 

Atlas  and  Yearbook,  1972.     Golenpaul  Associates,  1972. 

S2.25. 

Guralnik,  David  B.     Webster's  New  World  Dicbionary,  s 
Elementary  Edition-     Macmillan,  1966.     2  copies,  53.36  each. 

Hancock,  John  D.  ,  Miriam  S.  Olken  and  Dale^Gi  SeyMiur,  PT 
Introduction  to  Modern  Mathematics,  Series  2.     4  volumes. 
Bahavioral  Research,  1972.     $9.95.  ~ 

Hanson,  Seat  rice  E.     Pr^^nryssive  lypewriting^^-Speed  B 
Practice.     Gregg,   1968.     2  copies,  $2.34  each. 

Henmiarling,  Edwin  M.     EleMntary  Mathematics,  Arithmetic,  B 
Algebra  and  Geometry.     McGraw-Hill,   1965.     3  copies, 
17.95  each. 

Houghton  Mifflin  Action  Series.     Titles     ncludai     Forces;  B 
Vibrations;  En  counters, ■  Challenges,-  Reactions^.     2  copies  ^ 
of  each,  workbooks  available.     Houghton  Mifflin,  1970.  ^'^ 

.I'imanitias ;     The  Age  of  Dante  and  Giotto.     4  films  trips,  KT  ' 

2  cassett^as  with  discussion  guides, "    Guidanca  Associates, 
1971.  S44.00. 

Humanities:     The  Aga  of  Leonardo  and  Michelangelo.  KT 
4  filmstrips,  2  cassettes  with  discussion  guides.  " 
Guidance  AssOf;iates,  1^^71.  $44.00. 

Humanities^     The  Ranaissance  in  Florence.     4  tilms trips,  KT 
2  caBOetias  with  discussion  guide.     Guidanca  Associates, 
1971.     $44.00.  j 

Hungerford,  Harold  R.     Modern  Biology i     Environineiit  and  KT 
Survival .     4  filmscEips,  2  records  with  guide.  $32.50, 
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Igal,  E.  Hallei  .     Body  Structure  and  Fianction   (The  pt 
American  Health  and  Safety  Series).     Contents^  tast 
hookler,  workbook^  teachers'   manual.     Behavioral  Research 
Lab,   1972.  ^13*8'^- 

iqalf        Haller.     First  Aid   (The  American  Health  and  ?T 
Safety  Series),     Contents i     workbook,  test  booklet, 
teachers'  manual.     Bahavioral  Kisearoh  1972. 
$14-87  per  set. 

Igel,  B.  Haller.     Personal  Health  (The  Ameriean  Health  pt 
and  Safety  Series).     Contentsi     workbook,  test  hooklet, 
teachers*  manual,     behavioral  Research  Lab,  1972, 
$13.87  per  sat, 

Igel,  S.  Hallar,     Pravention  of  Coriununicable  Disease  PT 
(American  Health  and  Safety  Series).     Contents:  workbook, 
teachers*  manual.     Bahavioral  Research  Lab,  1972. 
$13.87  per  sat. 

Igal,  B.  Haller  and  Dorris  H.  Calloway,     Nutrition  PT 
(The  American  Health  and  Safety  Series) .  Contentsi 
workbook,  test  booklet,  teachers*  manual.  Behavioral 
Kesearch  Lab,  1972.     $13.87  per  set. 

Jacobs,  Harold  R.     Mathematics i     A  Human  Endaavor,  B 
329  pages,  illustrated,  with  teachers'  edition^ 
Freeman,  1970,  $6.38. 

James,  Leonard  Fr     The  Supreme  Court  in  American  Life,  B 
Scott,   1964.  $1-71~ 

Job  Experience  Kits  ,.     Science  Research  Associates  t   1S72.  K 
5130.00  — 

Johnson,  Steve  and  Km  Smith,     Chinook  CentreK.     Outlook  b 
Pres-'i,   jH2,     2  copies  #  $1.25 

Keedy,  MerviA  and  Marvin  Bitti    ^ir.     Arithmatic,  A  PT 
Modem  Approach.     With  teachers*  key.     Addison  ^Wesley,  197^, 
54.60  book,   52.00  key.  ' 

Kimhrsll,  Grady  and  Ban        Vineyard.     Saccfeding  in  tha  b 
World  of  Work.     With  >"Orkbook.     McKnignt  and  McKnigh* 
1970.     $1.98  workbook,   55.97  book.- 

K inch la,   Ronald.     Statistics .     Behavioral  Research  Lab,  PT 
1U72.     $1,71.  ~ 

Knowles,  Divid  H,  .    Inconie  Tax  (rDnsumei  Mathematics,  Book  PT 
?).     Behavioral  Resaaich  Lab,  1972.     $21.68  par  sot. 
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lOiowles,  David  H.     Insurance   (Consumer  Mathematics,  PT 

Book  6).     Bahaviorar  Resaarch  Ldb ,  1972.     121,68  per 

set. 

Knowles ,  David  H.     Investments   (Consumer  Mathematics,  PT 
Book  7).     Behavioral  Research  Lab,   1972.     $21.68  per 
se  t . 

Knowles,  David  H.     The  Household  Budget   (Consumer  PT 
Mathenatics #  Book  3)*     Behavioral  Rasearch  Lab,  19  72. 
121,68  per  set. 

Knowles,  David  H.  The  Pay  Check  (Consumer  Mathematics,  PT 
Eook  2).     Behavioral  Research  Lab',  1972,     521,68  per  set, 

Knowles,  David  H,  The  ^i5e_  Buye^r  (Consumer  iMathematics ,  PT 
Book  4).     Behavioral  Research  Lab,   1972.     921*68  per  set, 

Knowles,  David  H.     Vocational  Opportunities  and  PT 
Lifetime  Earnings   {Consumer  Mathematics,  look  1) . 
Behavioral  Research  Lab,  1972,     S21.68  per  set, 

Kryston ,  Victor  and  Portia  ri/sr-^.s,  editors^     Know  What  PT 
I  Mean*     Workbook.     Internat il  Soriety  for  General 
Semantics,  1972, 

Laubach  Literacy,  Be  Informed  Series.  17  packets,  PT 
New  Readers ,1970.     10  copies,  5,60  each, 

Lewis,  Norman,     Work  Power  jjade  Easy.     Pocket  Books,  B 
Division  of  Simon  and  Schuster,  S.95. 

Lish,  Gordon,  English  Grar^ar,  Volumes  1  and  2.  PT 
Tostbook  and  manual.     Behavioral  Research  Lab,  1972, 

Lumsden,  Keith,     International  Trade   (The  American  PT 
Economics  Series,  Book  6).     Contents i  workbook, 
testbook,  teacher's  manual.     Behavioral  Research  Lab, 
1972,     $17,98  per  set, 

Lumsden,  Keith,     The  Free  Enterprise  System  (The  PT 
American  Economic  Series,  Book  1),  Contents^ 
workbook,   testbook,  teachers-   manual,  Dehavioral 
Research  Lab,  1972,     $17.98  per  set, 

Lumsden,  Keith.     The  Gross  National  Product   (The  PT 

-Amer^ican  Economics"  Saries-s— Book -2-)  * — Gontentsi  -   -   -- . 

workbook,  testbook,  teachers*  manual.  Behavioral 
Research  Lab,  1972.     $17,98  per  set. 
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Market  Economy.     Sound  filmsc*.  ips,     :">.'n  t.^-nts  •  kt 
6  films trips ,  6  Found  cassettes .         iley  Film 
Associates .     $6  3. 00 . 

Mags  M<3diai  _  Impact  on  a  Nation,     2   filmstrips,  KT 
2  cassettes.     Film  di=iJuJsion  quid*^.  Ciuidanc^ 
Associates,  1971. 

Nta s t  ^€ a m in g  S y s t e m^.  Mode rn  F n g  1  i s  i :     Spelling  1-2--3  ,  F S 

GrDliar,   1968.     $81. OO^. 

Mas t  Le arning  Sys te P unpt u a ^ io n  I  and  2^  Mc do  r n  FS 
English  Series.     Grolier.  545.00. 

Mast jrogranmed  Instruction ,  Basic  English.  Mast  FS 
Development  Company ,   1970 ,  $25.50. 

McCloskay,  Paul       ^  Jr.     The  United  States 
Constitution .     Contents:     workbook,  test  booklet, 
teachers'  manual =     Behavioral  Research  Lab,  1972. 

McEvoy,  Paul*  Learning  How  to  Use  the  Dictionary.  PT 
Macmillan,   1963/    2  copies,   $1.89.  " 

Modern  English  Series,  300  Commas.  Mast  Development  FS 
Company ,  1964 .     S  28 . 50 . 

Motivation  for  Career  Suocess .     Guides  to  narration #  K 
manuals,  stamp  books,  inventories^  worksheets,  consumable 
and  nonconsumable  instructor  components.  Educational 
Achievement  Corporation,  1971,  $869.50. 

Marco t^ics.  Drug  Information  Series.  Color  filmstrip  KT 
with  cassette.     Guidance  Associates,  1970.  $20.00. 

1970  Fisher  Body  Service  Man/ua^.     General  Motors,   196Q.  B 
Free, 

1972  Pontiac  Service  Manual.     Ganeral  Motors,  1971*  B 
F ree .        "  " 

1973  Pontiac  Service  Manual.     General  Motors,  1972.  B 
Free. 

Northwest  Regional  Educational  Laboratory,  Computer  B 
Tuchnology  Program,  Units  1^7* 

OB  Guide  for  Young  Workers,   1969-70  edition.  B 
U.S.  Department  of  Labor.     U*3.  Government  Publications, 
1970.  11.50. 


PT 
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Oceupat-ional  EKploration  Kit ,  1971-^72  iul i t i on. .  Sc i  ence  K 
Rasearch  Associates.  S130/00. 

QccupatiQnal  Outlook  HandboQk ,  1972^7  3  eiditiiDn*  B 
U,S*  Departmant  of  Labor ^   1973.  56,25. 

Oiivo#  C.  Thomas.     Basic  Hathematics^  Sii^nlifj  sid,  B 
Book  1-     With  teachers'  key.     Delmar,  1962., 

Olivo,  C.  Thomas.     Basxc  Mathematics,  SimpLif  sd.  B 
362  pages,  illustrated,     Delmar,   1972.     SS. 40 

Oregonian,  The  Living  Textbook.  Oregonianr  1970,  .-Q 
10  copies,  free. 

Parry,   Patr:^  \a,     Readv,  Set,  Sew.     Buttfirick,   1971.  B 
$4,95.  ~  ^ 

Poe,  Edgar  Allan.     2  filmstrips,  2  cassettes  vlth 
discussion  guides.     Guidance  Associates,  1970,     $41, -30. 

Postman,  Neil  and  Howard  C,  Damon.     The  jjanguage  of  E 
pi^scovery.     Holt,  Rinehart  and  Winston, 

Prejudice !  2  filmstrips^  2  oassettes  with  discussion  ¥T 
guide.     Guidance  Associates,  1971.  $41,50. 

Pre  par at Ion  for  College  Board  Exami nations.    Cowler,  B 
1972,     2  copiej,   $3,95  each. 

Psychedelics ,  Drug  Information  Series,  Color  filmstrip  KT 
with  cassette.     Guidance  Associates,   1970,  $20.00. 

Rasmussen,  Peter.     Key^o  Algebra.     4  booklets,     1972,  B 
$1 .60  per  set . 

Rees,  Paul  K.     Algebra  and  Trigonometry.     McGraw-Hill,  B 
1969,  $7,60. 

devolution .  4  filmstrips,  2  cassettes  with  discussion  KT 
guide.     Guidance  Associates,  1971,  $39.00. 

Rosenhack,  S.B,   Introduction  to  American  Government ,  PT 
Volumes  1  and  "       Workbook,   test  booklet,  teachprn'  manual 
with  each  vol  havioral  Research  Lab,   1  ■ 

Rowe,  Joh-  .Icyd  and  Fred  Winger.  B 

191  Seri  1,  General  Typing,     Gl  ,.,03, 
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Rnwe ,  John  f  Alan  Lloyd  and  Fr^^n  Winqor .  Keyboard 
Courga,   Gregg  Typing,     Greqo      _^^j2,     2  copies,   $1 .68 
each. 


Rowe,  John,  Alan  Lloyd  and  Fred  Winqer,     Typing  300.  B 
v^ith  learning  guides.     Gregg,  1972.     2  copies,'  14795 
aach,  2  copies  learning  guides,   $1.20  each. 

Schure,  A.     Basic  Transistors.     Rider,   1961.  B 

Sedatives .     Drug  Inforination  Series.     Color  filmstrip  -  kt 

with  cassette.     Guidance  Associates,   1970,  $20.00. 

Shefter,  Harry.     .  ix  Minutes  a  Day  to  Perfect  Spelling,  B 
Pocket  Books,  Division  of  Simon  and  Schuster.  5.95, 

Slater,  Alfred  L.     The  Slide  Rule,  A  Complete  Manual,  b 
Rinehart  Press,   1967.     55. 00. 

Social  MovementJi     To  Change  a  Nation.     2  filmstrips,  KT 
2  cassettes  with  discussion  guide.     Guidance  Associates, 
1971,  $39.00, 

Speaking  of  Language.  2  filmstrips,  :  cassettes  with  kt 
discussion  guide.     Guidance  Associate    ,   1971.  S41.50, 

Standard  Textbook  off  Cosmetology,     Milady  Publishing,  B 
1967,  "494  pages.    "Gift/  ~ 

Stimxilants,  Drug  Information  Series.  Color  filmstrip  kt 
with  cassette.     Guidance  Associates,  1970,  S20,00. 

Sullivan,  M.W,  A  Prograimnej^,  Introduction  to  the  Game  p'f 
of  Chess.     Behavioral  Research  Lab,  1972,  $4,46. 

Sullivan,  Marjorie,  Doyle  and  Sullivan  Associates,  PT 
Frogrammad  Math,  Books  1-15,     McGraw-Hill^  1968, 

Tallay,  David,     Basic  Carrier  Telephone.     Haydan,  1966.  B 
Free   (IBM) . 

Talley,  David,     Ba^sio  Telephone  Swltchinc  Sys terns .  b 
Hayden,  1969.     Free^  CIBM)  .  ~  ~ 

Teenage  Reba  1 1  ion  -     Chal^  to  Authority.     2'filn^trii    ,  KT 

2  cassettes  juide.     Guidance  nc 

1071.  $3^- 

The  Aiiu^r.i^^..       .        ,     ^Iff-Portrait .     2  filmst.  ^ 

casseCtes  with  discus  si  on'^gu±de^^~Guidance-^£isoc^ 
1971,  $39,00 
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The  Alienated  Generation.  3  tiims trips,  3  cassettfejS  with  KT 
discussion  guide^     Guidance  Associates,  1969. 

The  Cityand  the  Modarn  Writer.  2  filmstripH,  2  cassettes  KT 
with  discussion  guide ,     Guidance  Associates ,  1971.  $41.50* 

The  Harlem  Renaissance  and  Beyond.     2  filmstrips,   2  KT 
cassettes  with  discussion  guide.     Guidance  Associates,  1969. 
541.50. 

The__LitQratare  of  Protest.  3  filmstrips,  3  cassettes  with  KT 
discussion  guide .     Guidance  Associates ,   1971..  $55,30. 

The  196QSI     A  Decade  of  Hope  and  Desiair.     2   f ilmstrips ,  KT 
2  cassettes  with  discussion  guide.     Guidance  Associates, 
1969.  139.00. 

The  Poetic  Experience,  2  filmstrips,  2  cassettes  with  KT 
discussion  guide.     Guidance  Associates,   1969.  $41.50. 

Training  Chart  Manual.     Delco  Remy,  B 

Turner,   David  R,     Practice  for  the  Armed  Forces  Test.  B 
Arco,   1965.     2  copies,   $4.00  each. 

VaikGnburgh ,  Van.     Basic  Slecrricity.     Rider  ^-=1954 .     Free.  B 

Valkenburgh  ,  Van.     Basic  Elec t r o^n i c s ,     Rider,   1955,     Free,  B 

Webster's  New  World  Dictiqnarv.     World,   1968.     8  copies,  B 
$4.89  each. 

Woiner,'  Samuel.     The  Federal  Pjsarve  System  and  I^s  Effect  PT 
on  Money  and  Banking  (The  Ajnerican  Econcmics  Series^  Book  4)  . 
Contents  I     workbook,  testbook,  teachers'  manual.  Behavioral 
Research  Lab,  1972.     $17.98  per  set. 

Wiqginton,  Eliot.     The  Foxfire  Book.     Anchor,   1972.  B 
2  coj?ies,  S3. 95  each, 

Winqar,  Fred,  John  Rowe  and  Alan  C.  Lloyd.  Gregg  Typing  I.  KT 
^ireqq  Adult  Education  Series.     Gregg,   1965.     $3.80 .  — 

Winger,  Fred,  John  Rowe  and  Alan  C.  Lloyd.  Gregg  Typing  li,  KT 
'^EGgg  Adult  Education  Series,     Gregg,  1965.     $4 . 20 ,  ^ 

Wurman,   Richard  S.     Yellow  Pages  of  Learning  Resources^     Group  B 
Let  ::nvironmental  Education,  197  2,     5  copies,   $1*95  each. 


i^oubeK,  C.E,  Gregg  Shofthand*  Individual  Progress  Method.  KT 
T.iipes  and  workbook .     McGraw-Hill ,  1972.  S325*00. 


Appendix  F  (Basic  Materia 
PERIODICALS    SUBSCRIBED    TO   BY  (CE), 


Batter  Homes  and  Gardens 
Car  and  Dri  ver 
ChanMing  Tims 
Consumer  Reports 
Etong 

Education  USA 
Glarnaur 

Good  HousmkBeping 

-IngGnue 

Jet 

Lifo 

ManpowBr 

Mechanias  Illustrated 
Media  and  Methods 
Mod&rn  Off ice  ProcBdures 
Motor  Trend 
i^ationml  Geographic 


Niswsweek 
Outdoor  Life 
Phi  Delta  Kappan 
Popular  SaiencB 
Reader's  Digest 
Redhook 

S  a  cur  day  Rb  view/ World 
S  ai  en  ce  Di  ges  t 
Scientific  Arm  ri  can  ■ 
SBventBen 

Sports  IllustratBd 

Summi  t 

Sunset 

f^me 

Transaction  Society 

U.S.  News  and  World  Report 

Weight  Watchers 


APPENDIX  G 
Sample  Learning  Objictives 


In  I  tarn  10  of  "Prajmcts  /'*  prnges  2  36-241  ^  wm  MscuBBmd  developing 
learning  objectiveB  from  Lmmrning  SitB  AnBlysis  Fortm  and  hm 
proj&c^  axm  built  from  the  objectlv&s.     Thm  following  mppBndix 
givms  objBctivBs  derived  fiom  tta  LSAF  displayed  in  Appendix  M 
of  Empl  oy  mr/Cmmmi  ty  Res  o  urams .     These  ^jectives  are  divided 
aaaording  to  speoifia  LSAF  pmges  to  bettBr  show  you  how  each  part 
of  the  ISAF  im  intBrprmted  for  iBarning  purposes. 

Norimlly ,  objt_    ..Ives  will  appmar  as  a  single  list  and  learning 
managers  will  not  take  the  time  to  designate  thm  parts  of  the  LS^.B 
from  whi^  objectives  arm  derlvmd.     For  mere  examplBB  of  learning 
objBctiveBf  see  Appendix  C  of  this  hmn^ook. 
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Appmndix  G  (Learning  Objectives) 


LEARNING  OBJECTIVES 

The  following  activi^es  have  been  ^ri^ten  from  the  Learning  Site 

Analysis  Form  for  \^'^^w^r^     G^^a^  w  Cj-JL.  

and  re  fleet  aativities  a  student  can  do  at  that  site. 


OBJECTIVES    DIRECTLY    RELATED    TO    JOB    TASKS    AfJD  SKILLS 

SPECIAL  CONDITIONS 

1.     The  student  will  demonstrate  th^j  ability  to  a^ere  to  site 
rsquiratnants  for  appearance  and  safety. 

MAJOR  TASK:  DIAGNOSIS 

Sub- task  i     "Read  Work  Ordfsr" 

2*     The  student  will  become  familiar  with  work  orders  used  on 
the  site  and  indicate  an  ability  to: 

read  the  work  oriers  that  conununicate  to  tiie  service 
^^-^^  igar  and  th  j  worker  the  repairs  that  are  needed 

b.    write  work  orders;  toe  student  will  either  obtain  copies 
of  work  orders  to  write  on  or  n^ce  facsimiles  and 
demonstrate  an  ability  to  write  work  o^'^l-  -  that 
carefully  describe  the  nee^  of  the  cuk^'  mr 

3.     Tha  s  TJident  will  observe  the  ways  in  which  the  service  manager 
discusses  problems  that  the  customer  is  having  with  his  or  her 
car;  the  student  will  observe  tiie  cormunication  skills  that 
are  needed  and  also  will  be  able  to^  when  possible  and 
allowedr  take  these  deseriptions  and  write  them  into  work 
orders* 


Sub-^task :     "Use  Electronia  Diagnosing  Equipment" 
4-     The  student  will  be  able  tOi 

read  instruments  and  gauges 

perform  nuTOrical  computations  from  the  oscilloscope 

c.     addf  si^traot,  multiply  and  divide  with  100%  accuracy  as 
required  for  use  of  diagnostic  equipment 
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read  directions  and  manuals  for  testing  equipment 

e.  write  out  results  on  work  orders  for  recommendations  for 
cus  tomer  repai  rs 

f .  use  alactroniG  diagnosing  equipment  to  detemina  whether 
or  not  proper  repairs  have  been  done 


Sub- task  J  "Road  Testing  a  Vehicl&''  (for  diamo^ina  probl&ms  or 
determining  aaaurMcy  of  r&pairs ) 

5  ,     ihe  student  will  be  able  to  i 


a.     read  the  work  order  to  know  what  to  look  f^r 

imderstand  from  other  work  ordars  the  requirad  work  on  a 
particular  car 

c-    write  on  the  service  order  and  discuss  w^' ^  tJier 

mfiGhanics  or  toe  customar  any  rep-^  _-_^a  needed 

d.     road  test  the  car  and  determine  by  ations  what 

repf'ir  mi^t  be  indicated 

hear  a  "miss" 

listen  and  observe  f  c    wind  le^s  ^   and  se   .  jrUi 


MAJOR  TASK:     ACTUAL  'AIRS 

Sim-- task :     " DisasBemble  a  Car  for  a  Final  Diagnosis" 
The  student  will  be  able  to ^ 

a.  measure  with  100%  accuracy  for  size  of  replaceTOnt  parts 

b.  read  manuals  to  determine  types  of  repair  needed 

c.  read  work  order     to  interpret  repairs  needed 

d.  discuss  with  other  lir.e  mechanics  and  the  service  manager 
tha  dia^osis  for  the  disasseirtsled  car 

e.  be  able  to  read  micrometers,  calipers  and  other 
precis io'  gauges 

^ub^task :      Actual  Rmpairlng" 
7.     ThB  student  will  be  able  to: 

a.  compute  tiia  pounds  per  square  inch  using  a  torque  wrench 

b,  read  three  work  orders 

fill  out  purdiase  order  for  parts 
d.     use  hand  tools  as  necoiiaary  for  particular  repairs 


AppmndiK  C  (Learning  Objeatii^cs) 

Sub-^ task :     "Reassan^ly  and  rilling  Ouz  Time  Acaounting  Cards" 
8-     Ihe  student  will  be  able  zot 

confute  and  record  the  time  required  to  coi^lete  a  job  to 
the  nearest  tenth  of  an  hour 

b.     read  directions  on  forms 

c-     become  familiar  with  the  system  for  keeping  track  of  time 
on  ^roi^le^shooting  jobs  and  be  ^le  to  accurately  fill 
in  the  forms  to  report  this 

d.     bo  ^le  to  read  a  time  clock 

TASK:     TESTING  REPAIRS 
Sub-'task :     ''Electronic  RetBSt" 


9  , 

Ihe 

student  will  be  able  to  i 

a  * 

calibrate  ^ui  oscilloscope 

b. 

compute  information  from  numerical  aauges 

read  the  gauges  and  instrijments  aid  demonstrate  an 
understanding  of  how  they  operate  and  the  type  of 
infortnation  obtained  from  tliem 

Sab- 

-taski     "Road  Test" 

10. 

The 

student  will  be  able  toi 

a. 

redieck  a  work  order  by  road  testing  a  car  and  writing 
the  results  of  the  test 

communicate  to  other  mechanics  and/or  the  customer 
tJie  results  of  the  road  test 

Sub^ task 
Work'' 

"CrecMting  far  a  CompletBd  Joh  and  ClBAning  Up  After 

11. 

The 

student  will  be  able  toi 

a^    becoma  familiar  with  the  importance  of  cleaning  tools 

b.    write  up  final  orders  for  turning  in  to  cashier  with  the 
key 

c*     identify  any  other  tasks  that  are  necessary  in  wrapping 
up  the  final  job 
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OBJECTIVES    DERIVED    BY  EXTENSION 


12.  The  student  will  prepare  a  diart  of  the  organizational 
structure  of  the  sarvice  department  that  will  include  the 
positions  of  the  service  manager  and  other  people  he  reports 
to.. 

13.  The  student  will  interview  people  at  the  site  to  get  an 
overall  picture  of  the  range  of  jobs  performed.  (This 
could  include  mechanics,  the  service  advisors,  office  staff 
and  the  general  manager.     'Rie  intent  here  would  be  for  che 
student  to  becoM  familiar  with  other  positions  that  might- 
be  available  in  an  operation  the  sise  of  this  one.  ihis 
could  include  writing  descriptions  of  key  positions  in  the 
service  department  and  in  other  departments  and  would  include 
statemants  of  major  responsibilities  for  each  person 
interviewed,  typical  tasks  perforrcd,  basic  education, 
trc^,ining  or  es^erience  requirements  for  each  of  the  positions 
and  any  other  data  that  would  be  necessary-  or  important  to 

Derson  being  interviewed* ) 

14^  The  student  will  study  the  environmental  issues  associated 
with  the  automobile  industry.      (This  could  include  what 
happens  with  used  parts,  oil  and  so  forth,  and  the 
responsibility  that  industries.  Bum  as  the  automobile 
industry/  assure  in  ecological  problems.) 

15.  The  student  will  research  and  present  in  some  form  tlie 
relationship  of  well-tuned  engines  to  air  pollution*  (This 
could  be  a  part  of  a  more  in-*depth  study  of  other  ecological 
problen^  with  pollution.) 

16.  The  student  will  conduct  research  on  taxation  of  automobiles. 
(Other  research  topics  could  be  the  laws  which  regulato  a 
car  repair  business,  such  as  any  legal  responsibility  to 
guarantee  repairs,  price-'f txing  restraints  and  so  forth.) 

17.  The  student  will  conduct  research  on  what  kinds  of 
considerations  go  into  car  design  including  functional  and 
safety  cnnsiderations ,  visual  appeal  and  cost  factors. 
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|35»fi41,   547-5S3,  559-572,  577-5S6 
Project  Writing  Guide  Gj229-23I 
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Employer  Re  Is  t  ions  Specialist , 
LeMwnlnfj  Manmgmff^  L^Mrrdnfr  Resou^Gt* 
SpsaiaJUBt^  StwJ^nt  Coordinator 

s##  alMo  Personni'l 

tNETRUCTl^AL  STRATEGIES,  See  Catoef 
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I^AF,  see  Learning  Site  Analysis  Form 

LABQRi  see  Unions 
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Cia94 

Student  Perforiaance  Review  Ci2i2-293 
Student  ittps  to  follow  Cs3lQ-3ll* 
316-317*  - 

,^^e  also  Employer  Instruotor ,  Site 
Uti  lization 

LBAHNING  mHhbER 

AnseSHment  role     C, 55-5 7,  6  3-64 
(GE) 'J  position  dr^crlptlon  Mi52 
career  explorattons  Cil27 
Employer  SHminars  Ci460 
Guidance    Si  150 
Learning  levels  C:197 
^Projects  C:205-2nft 
Qualif icationi  H:61-b3 
Recordkeeping    Si 59,  270 
Skill  building  levels  Ci297 
Student  jouimali  Ci420-424 
Workload    Hi59|  264 

see  also  Personnel 


Thu  index  includes  rmferenoes  to  all  four  EMCE  han^ooks^  pmge  nun^rs  are  preceded  by 
th^  following  coder  i 


C  «  CurricuJ  urn  &_Xns  tru^ti  on 

E  •  Bmployer/Commmi  tg  Resouroes 


M  *  Management  s  Organization 
S  ^  Student  Serviaes 


*  (following  a  number)  indicates  sample  form,  illustrMtion,  display  or  flo^  chart 


CVRRICULUM  5  INSTRUCTION 


UsAHNlNG  GBJKCTIVIS 

Cdrosr  DevelopmeriL  587-594 

Critical  f-hiiUti^i^  CsSSl 
U'tined  Ci9 

{•"iifictionai  eltizfcnship  C:S43 
Lrf^aming  Site  Anal/sis  Feirm    Ci2  36-'241^ 
b55-660 

r'Qrsonai/s^cial  develQpnie^^t  CiiSS 
Projects  Ci236'241 
Science  Ci573 

Lt:A^ING  PAW,  fMCT     Ci€»i  Ei3* 

UCARNING  FLAW  CTCI£     Ci44-4R,  2M  i  SaS3» 

l^'AR^IlNd  LVEGOTIATIQN  CiJ^^-'Q.^ 

Ac  t ion  zQj^eg         9 1^84 

As,H#ssinent/evaiuation  Ci4S-4ff 

Confarenees        56-^9,  233-234 

Defined    Ci39"40^  9 J 

Graduation  r^qioiren^nts  CiS2^53 

Int'ormatian  s;haring    C 166- 71 

Int??t:ratioii  Ci47 

Key  it#p^        95 -100 

iMAvnins  pl?m  eycif.  Ci44 

Leartiir*?  Si ta  Analysis  Form    C*  72*75 

Prescription  fci4A 

seo  cii^o  Career  SxplQir  ftian&f 

isdrninq  L^v^ilB ,  N&gotkStionf  ProjoctM 
Skill  Bf*J.  ldlr^^  L^v^Js  y  £pfj ai^l 


IMG  K^OUHCf  d): 


iCfl)  *   ^%ijfe!iftrim  Jet:  'rj,;^?c7i  ^;5U 
'''uidc^fiw''!       .  IS*^ 

.  Ri^evj^^ee ping  .  Si60 
.  Wovkload    M^60^  ?ie 

MhmwG  msomm^  Cf477-sii 

nnsic  materials  Ci491-493 
bibliogfAphy    C; 64  3*653 
Comiftunity  Ci499*502 
L^finod    Ci477,  461*4B2 
E 1143 loyef  sites  Ci494*49i 
Bquipment  CtS05*507 
Facility  rtquirensnts    Mil21,  123 
Student  resource  uses    Ci482*4S3»  . 

s&€  also  ClMMsmSf  Ei^loymr  Instruatorf 
Spmcial  Pla^mmntBf  TutorB 


L^RHINC;  SITE  (defined)  Eil9 

LEARNING  SITE  ANALYSIS  FORM 

Smpioyer  instructor  role  Eill2'"115 
Einployar  relations  ipeciaiist  rolL- 

E1II2-II5 
Learning  levels     C:  300*301,  320-321 
Learning  objectives    Ci236=241,  655* 

660 

Procedures    Ci72*75«*  213-214 1  Ei33*34* 

112-118,  114-155 
Sanple  forsi/leaCTiing  objeativ^s/ 

rrojectl     Ci595-fi27;  Ei 281*305 
?le  intervieiJf    Ei 243-2 71 

LEARNING  STMTEGIES,  ^ee  Career 

Skplormtions  1  Comprntenai^s ,  Employ&r 
SmininSLTSf  LmMrning  i^vBlWf  Projeat^f 
^kxli  Building  Levml&f  Studmnt 
jQUrnalm 

IMGAL  ISSUES     Hi27-2S,  203-^221 

se©  also  InMurancs  f  TrmiB porta  ti on 

liTTER  OF  IN'm^T    E:?i*36*  45 *  47 1  M:115* 
116 

Sauries     Eil79;  MsllH 

LIABILITY ^  see  insurance*  £#gai  Issues, 
Trans  par  tm  tl  an 

LIFE  SiaLU  Cil9*23 

A^saaement/evaluation    C: 20*22,  266-270 

DBfined  Ci7-9 

Delivesffy  C:20*23 

SECT  approach,  Ci 19^20 

Intef ration  Ci23 

Preicription  Ci21*22 

Project  focus  C:242 

'^QQ  a  J  so  Compet^nciQs  i  Crmative 
ikjvolopmenCi  Critical  Thinking , 
i'ijnational  CJ  ti  Xi.*nBhip,  Pmrsonal/ 
Soaial  Dt3vnlopment t  Projects , 
SciuncQ 

LIFE  SKILLS  OBJECTIVES,  ^ma  Camptit&nciBM , 
Ct&dtii/Q  DevalQpmmnC,  Critical 
Thinkiny i  Funatidnal  CitlmmnBhip ^ 
PersQnml/Soclal  DmvelcpmBntf  Bcienee 

MANAGE^ffiNT,  Bno  AdministTator i_  BiiBin^BS 
Man^gfjmen  t ,  (lovernahce 

^^TERIALS  BusinmBB  Forms  ^  Communitif 

RelationM f  Instruational  MatmrialSf 
Learning  R&MOurcs§,  Site  Formf 
Studmnt  Fortm 

E^COTiATION  (students)     Ci43|  Ssl54 
(aontinumd) 


Thu  indsx  includes  rmferBncms  to  Mil  fQur  EBCE  hmndtookmt  :pag&  nwnbmrs  arm  prmcmdmd  by 
tho  following  aode? 


\  ^  ^  Curriculum  ^  Instruct  ion 


^  ^  ManMg&mBnt  s  Orqanimatlon 
S  3  Studmnt  Serv-icos 


U lol  icMinq  m  numbt*r)  indicator  sample  iomt  illUBtrr^tion^  display  or  flo^  chart 
663" 


\ 


Indmx 


Prolec^    Gi2Qa,  A 14^  270 

iSi^e  choLcii    5il4^?^i5Ci,  166-167 

.-i^aff  yuidaiines  ^  C^i0l-i02 

s 

dlSQ  Aa^un  tQtHi     ,  Learning  Plan 
CiJ3CTl'/SS,  PROGRAM  (prggram  cutionie 
OFFICE  PPOCiDU^S  MU0T-Li4 

aRISNtATlON  (student)     Gi92;  3 127-35, 
L60-I61  \         '  ' 

Career  ajcploratiprii    Ci  137^1  Js 
Csmp#Egneiei    Qi  350^311  j 

Empioytr  s#nin4ri  C:470 

nfeneral  pregrafli  irtt^Qduetien  SiJ7-^33 

L^arninf  Igvifia    Ci  307^311 

Laarning  resourcei    C: 489*490 

Hld-yaar  QrienEation    Si 34 

?r©j#ees    G:220'-2  32* 

F^er^tn  cafe  ion  woricihops    Si  34 

Jan^lt  ^gandag    3iJ1^32,  243-2G3 

Bkill  bmliing  itvelj    Ci  307-31  1 

htaii  roias  1:^7, 

Student  Handbook    Si 28.   117-241 ^  246 
Itud^nt  jQurnal^  C:42tj^428 

PARSNT  lHVDLv'E,*'ENT 

AdviaQry  iraup    '1:35,  i6H 
loidance    Si  174,  ia3-Lfl6 
--^mr^nt  Nifht 

F  ragram  r-lanninq        17-^20*  22,  1^5 

Sosiai  ac^LvLEififi  i^ilHo^iHl 

Htudent  aecDunF.abiii  ty    CiSS,.  Bfi,  "J^^'-  'L; 

3:173-174 
Studant  Igarnin'j  L^I^ni  C^*dO 
icudenc  recruj. tmtsnt    M:LR3/  S:20^j2 
Tagic  forces  :  MsifiH 

^Imo  PMrent  R*jpoi^in'i 


PARENT  REPOBTING 
5:133-134 


Ci69=70:  M:181-|h:. 


p  AY  ^  Rfj  i  mb  u  r^oman  cs 

Pni-aONAL/SOCIAL  Df'V!  LQPf^NT   fLife  Skills 
*rea) 

KBCE  approach  C:S56^S58 

Laarninq  objectives  CifSi 

Project  f sample)     Ci 200-205,  SSf-572 


C©it  coniidttrations    Mi72-77,  96-*47 
CritGria  for  seleetion  Mi6l-64 
Number  needed    Mt 59-40 
PerfofMnct  r^vitw  MsS7-dS* 
Planninf    Mi47-4i*  253-260 
HecruiOTefit  Mi^S*e9 
Saiariaa    Ms  72-73 

Staff  ^valapmant    Midl-a6p  2fai-273 

Staff  roles  Mj48-S7 

Staffinf  pacterns     M:47-4f ,  3S3-260 

TaaBWork  Mi79^ai 

Tuter  ierviQa  Agreiiment  liilB* 

Working  oondl tions  Mi7S-76 

see  mlgo  AdntinistraCQt ,  Employer 
HMfisg^ri  Learnigu  Rmsoorcm 
Support  Staff 

\ 

PLANNING  {pr©gram)     Mi  3-40 

Approval    Mi  33-34 
Sudfee    Mi2t,   11,  fS-loa 
CJironc  MiIO-11*,  11-16 

CowiimLcy  Nuppoift    Mi  15^2 3 
Coordinator    Mi 13- 14 
Funding  M:2^-3Q 

Co^nirnancy     M:25-2f^,   3S-35,  197-201 
Planning  ^roup    M:l5i  17-^20 
Policym^inq     Mi40,  243-251 
School  district    X'Ope ration  Mi7-# 
Stat^^  requirLHient^     M:  27^28  »  10  3^221 
.iuitafaiiity  to  district  HtJ^B 

JiJo  urtmmuni  ri/  R^latiQnM ^  facili  ty^ 
r 3 oftno  1 Transportation 

PU'^mm  ANn  MONITORINO  {itudant  ledrninq)  , 

PLANNING  OTOUP  (preadcrtion) 

FuiictiOnii     Mill,  Vi 
Montear^hii^     Hi  17- 19 

Advieory  qrnijp  mmS-36 
(CE)2  board  of  diro-^Cors    Mi  36 
(CE)2  bylAVTH  MI223-2J3 
(CEig  policias  surfBtary  Mi24J-251 
Legal  issuei     Mi27-2Si  20  3-221 
,  Operating^ procedure i    Mi  35-40,  235-242 
iJrganlzati^onal  alternatives    M s 25-26  / 
197-201  \ 

Hmm.  Alsm  na^mrnmnoiat  Planning 

PRESCRlPTfON,  iae  Lmarning  PlAn  C^ale , 
iMarninw^  Plin  Nrngotiation 

PRODUCTlvm  fstudpnti  Qnnita)  £,163/ 
n?5-376* 


\ 


r/iw   ^ndux  L.iu^^.m^  rorutuiiuu^  tu  jJi  t'out  //fl^'^  h.mdbaok^ ;  .  luuw  ato  prc*ceded  b'j 

*  ( ^olLQwiny  A'numbtje)  mdi^stBM  $MmplQ  form,  illu^^tt^tAon ,  display  or  flow  chMit 
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CURRICULUM  S  rNSTEUCTWN 


PRODUCTIVITY   (ssudcnt  onsite)    ( i^ancinu^dj 
iOfw  also  R^imursamQnts 

PRC.'RAM  COMPLETION  R£QUlR£?^NTS  Ci£2-Sj; 
S:4&,  272-273* 

see  alsQ  'Jraduation 

PRQGHAH  DAY,  i#e  Sati^dul^w 

PRQlPA^l  ENTRY/  E:4iT    S  =  1-  38 

R^cQrd  of  Student  Pejf foonance  5:S3^6b, 

Student  A|3pUcA£ion    Si  70- 75 

mlBQ  Craduation t  Dri^ntAtion 

3cudont  So  Lac  t  ion  t  Transfer 

HKQjflCTS     caa«i- 2  74 

ArinQtAfieti  form     C;  227-223 
ia^ is  Skills     Ci246,  251-255 
Defined    CiLa9,  Ifl-lfS 
EmplQyer/Cf5fsnimi':y  ^ii^gai    Ci 210^2 12,  245 
Evaluatian    Ci 243-250,  266-270 
Individually  negotiated  projects  Cil97 
Learning  manager  rntn    C: 205-206 
Lif^  Skills     J:J42,  J6 
^Negotiation  guide linas  C:234 
rredfiEignad  projects  C:i96 
^roiaoe  Writing  iSiuda    C: 229-2 32 
Studant  steps  to  foll^  :::222*-226 

mlMQ  Crw^tive  Dmvelopmentf  Critictii 
Thinkingt  Funatianal  CitiM&n&hip  ^ 
Learning  $inm  AnMlysis  Farmi  LiiQ 
^  Skillmi  P^rsortMl/^Qcial  D&v^iQpmnCi 
Saimnas 

5£C^HD  Of  STUDINT  PEEFO^^CE*  sa^ 

Career  ^KplorafeionF    Cj 131-132 
C"2miiiunity  contaccs    Mt  15  3 
C^mpeienoiei  Ci349 

Sinpleyer  instructor  devalspmcnt  ^rai)- 
'31  ^ 
iuidanca  Sil?7-lSl 
'\    Laaming  sites    C=  302-304  i  Rt47-S0  , 
\       125-133,   141-149,  1S4 
\  Projgbts  Ci21l 
\^ Student  joumala  C:42i 

MlMu  Business  forms*  files*  Site 
\     \    Forms #  Seudenc  Forms,  Student 
\  k^aords 

\ 

?£CP^lTI-ffiNT  (site)  Ei3-ftO 

Aaoing  Sites   to  network     Eie**  S4-iO 
^'"i?2^i^e  list  Eil83-190 


Conserns/qucstionj  39^40 
Defined  Kil-e 

Dintance/eime  reitrictions  Eil6-lS» 
Employer  Information  Packet  £:a75-10i 
Identifying  sites  EiS2,57 
Incentives    Ei23-25,  173-174 
Inaanmity  Covenant    Ei4S,  47^  181* 
Initial  contact  Ei2S-29 
Interview    Sj30=31,  58 

Letter  of  Intent    Ei3S-3i*  45,  47,  179» 

Materials    Ei37,  4S-46,  175*1^9 

Record^eepinf  Ei47-i0 

Sample  recruiting  letter  E:2B* 

Selection  criteria    Ei 41-44 

scaff  roles  Eil3-15 

Student  site  ne**c^     Bi  19-22,  54-55 

RnCRUlTP^HT  (staff)  KiSS-6f 

RECHUlTPtt^NT  (student)     Si7-22,  16p 

Application  forms     Sil2-13,  70-75 
ParantS     MiLH3;  S:2Q-22 
Presentations    M:ia3,-  Si  17-1  n 
School  iiscrtcc  approval  ib 
Selection  criteria    Si 7-8 
Staff  roles    S  ill>  liO 
Target  audience  Sit 
Timetables    S : 14 

diso  Student  SelBCtian 

REIMlURiEMlNTS  , 

ioard  Stipend  M:99 

Businuss  expenses  Mri09-Ilb 

Employer  instructor  development  Ei23- 

2S*  80i  Hi99 
Mileaqa,  studente  Mil34-13S 
i'taff  salaries    Mr 72-73 
Student  learner  vs.  earner    EilSJ,  271- 

276  '  ' 

Tutors  M:77 

REPORTS 

ruianci.%1    M:103,  106 

I arent     Ci69-70i   HiLBl-182|  Si  133-134 
:^uQ  'alsQ  Informtiion  (mnudmnti) 

H£TBEAT,  STUOENT/iTMT  0a61-lii 

^C,  s^^  Studant  Coordinator 

SDSi  SQe  Seli^DirQated  Search 

SCiffiOflLES 

Daily  procir^  hours  Mj76 
Program  year    Mi 75-76 
Staff  (sample  weaka)     Mi2Si-|fs7  . 
Year-round  school    Mi  71  / 


rn!r^  inuludos  ff-h-n-jco^  tn  .tU  fofir  handhnokfl i  mvm  nmhem  a^  prji^ded  bit 


w  *  Cum  guiu,7?__s  CnMt ruction 


'  (  fr^LLmfirvt  i  numti'Vj   LiidieacuH  sampiif  form,  I  L 1 tra^dGn  j  ^ii^plau  or:  flaw  chart 
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:iCiiQOL  ACTIVATES  ASSOCIAflON  Mii9i 

SOIOOL  lOARD 

rnforffiatign  needs    y.iioj^  172-173 
Initiial  concaet  M*9 
Pregram  approval  Mi33^J4 

JCH'-jOL  district  COQPEWTICfl 

Graduaeian    S i 37^38 
Program  adoption    Mi 7^9 
rrofraa  Qp«raU.Qn    Mi38-3f ,  173-174, 
135-142 

itudsnt  recryitfflsnt  Sil3--li 
Student  transfer  Sf3i^3i 

J##  aisQ  S^^l  Board 

SCIENS  (Life  Skills  area) 

EBd  approach  573-171 

fj«-"i  ninq  objeeeives  Cii73 

i'cojace  (samples)     Cii77-5a6*  631-637 

SELF-DIRICTID  SEA^     C:116.   145^  140-641 

J  ITS  fOBm 

Card  file  ii47-4S* 

CartifioaE#  of  parEicipaeion    Mi  185 

Cumulative  folderi    Ei 47-48  " 

Smployar  Card    S:iO**  126*  ' 

E^loyar  InfonaaEion  Pad^et    Si  175-181* 

Smployer  Instructor  atport  ^(pest  card) 

ilili*?  Sit 4* 
Smploytr  relations  specialist  noc^^booH 

ei49,   121-126,  130-Ul 
Indeiimity  GQV©nant     £:45^   47*  IHI*: 

Maii-116,  119* 
Laarninq  Sita  ^alyiU  Form    C;  19*^-616 

Si249-|ft9%  233-296* 
Ltaming  Mitm  Utiliiation    J  i  106- 107* 
Utttr  ©f  Ihteat     E:35-36,   45.  47,  L79*r 
.     HillS-116.  lis* 
:4aintinance  Visit  Heeord 

Sil30-131* 
Jtudant  and  Employ  tr  Inst  rug  tior 

CQHtract     El  128-129*;  Si92-9]* 
^fudant  Rvaluation  of  L,c^rning  ficn 

^lydgnt   tdoricif IwMtinn  {Macard       1  11  * 
Uudenc  infonnatiQn  Card  EiL3U-Ul*i 
Sa27-U9* 

SITE  FLAffi^iT  PROCIOURES  fiitudents) 

Career  txplorationi    CiU2-12S*  145-152; 
E --142-14  3 

Uarninf/iteill  buildiny  Le^^la  cnni, 

3ia-3lSi  Eil44-14fl 
flpecial  pUcemenh^     Ci2U,  260  i  I'lMR- 

149 

alsn  ^icQ  Ufzili  Action 


SITE  UTlLIlATlaN     E 1105-167 

Difinid  CilOS-l(3a* 

IRS  chronoloty  Ea40-14f 

Employer  ingtrucCor  role    S; 119-120, 

159-163 
Evaluation    Bj 13i-139 
Fo™  Eil26-I3l 

Information  iharinf    iill7,  122- 123,* 

134-1,36,  167 
Learning  produotiyiey    Eil4Q,  16  3-164, 

273-276 

Laarninf  Site  Anaiyiii  Form    Si  112^118* 

114-151,  243-271*,  281-296 
Hattrials  Eil37 

Pathway  to  Ea^loyer  Sita  Learning 

Ei20i-20"* 
KeeorcDca^pinf    IiI25-»l33#  141-149,  164 
Staff  rolls  iillO-111 
studant  placement    Eii50**li3,  IIS-ISS 
Student  profreis  Eil64 
Support  to  employer  instructors  £ill9- 

124,  ISS-lSi 

BmQ  slsQ  Car##r  ExplmratiQna t  Smplsymr 
rns.trycter*  Lmarning  Lsv^sIm,  LmMrnlng 
Slt&  AnmlgsiB  Form*  Form,  Site 

PlM^ment  Proa&durss ,  Skill  Building 

SKILL  aUlLGING  LEVIU     Cl277-27a,  285 

itaff  roles  Ci2ao 

Jme  alsQ  Employer  Xn&tructot,  Sitf? 
utilizmtion 

SPECIAL  PLACEMENTS     Ci^ll,  260 

STAfT  HOLES*  scc  A^inistrMtor,  Emplou&r 
RmlAtioFiB  Spaeislistf  Lmnrning 
Mmnmu^rf  £#armnq  ^seource 
£p€o£slis^i  ^budent  CoordinMtQr 

smQ  #iss  r#rso/7ii#i^  Support  Stsii 

STATE  DIPAOT^ffiN^  OF  EDUCATION 
Approval    Ml  34 

Information  ne^di    Mil91i  Si48 
Requirements     Mi^  7-2H 

STUDENT  ACCnurJTABILlr/  SYSTEM,  see 
AccounC3ti li  tu 

SrCDENT  COOMINATOE 

Assessment  rolu    CiS4,  42-64 
(CE)2  position  description  MtSS 

Guidance    Si  150-151,  178-1  79 

Qualifications    M16I-6 J 
Kecor^eepinf    Si 60^  270' 

Studefit  ofientation  Si27 

Student  rocruitment/selection  Sill, 
IB,  2: 

Trans  fer/iraduation    i 1 35- J8 


The  ind^M  inaludt;  -  f  :i 


*(ijllawing  a  numbmt)  indictees  mAi-fpif^  form^  illmtns'ation ,   UspLay  or  flow.^h&rt 
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CURRICULUM  S  rNSTRUCTlON 
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STUDSjlT  COORDINATOt  t  ^ntinued) 

STUDENT  OISCIPLINE,  AccOunCAbili 

STUDENT  FOW^     SiSi-iS,  69-131 

Ai^eoimtabiiisy  Wriia-Op  SillS^llf* 
Basic  Skilli  Prtscrlpcion  Fad  Ci63S* 
;cmpeeencies  Recspd  SilQO-lOl* 
Eniploysf  InseructQr  Htpori  3:94* 
tndividuai  ituden£  Books     S; 105^106 
^jjrning  Siia  Utilizacion  Sil0i^iQ7* 
Leajming  SEyle  Silf-Aieasi^nt  S:121- 
123* 

Life  Skills  Project  Raeord  Si96=97* 
■Master  ^cord  Book  Si95 
Prgjtct  Svaluatign  3:124^126* 
Mgord  of  Stydent  r*?rformancQ  SioJ^^ni 

265-301* 
Sifn  in/Out  Sheet  Si89-S9* 
Skill  DsveiopRient  Record  5:108-^109* 
Scudent  and  Eropl^^ytr  Instructor 

C^^ntracE    3  192-1 3* 
Scudent  Applicatinn  3i69-7|* 
Student  Evaluation  of  Loarntng  Sice 

SUlQ-111* 
Student  Expericncfi  tecord  Sii02-104* 
S'tudant  Infonnation  Card    Si  127- 129* 
Studani  Farfonaan^t  Review    Si  112' 11  J* 
Student  Frofila  3i98*99* 
Student  Status  Board  SiL14-lll* 
SSudanc  Transportation  Aqruement    S ^ 7S^ 

79*  ' 
Student  Traniportation  Optione  S:S0-S1* 
Student  Trangportation  Routt  Sii4-i5* 
Traniportation  ReinJOurseaiant  Petquest 

Transportation  Request  3:12-83* 
Weekly  Tirse  Repdrt  S:9Q-9l* 
Zon^  □eSriefing  i:ilQ-ll7* 

STUOE^JT  a>^/S^MENT     *-!ii'l9,  179 
STiDENT  HAWDBOOK    3:23*    30,    197-2*;  1 
STUDE^n'  IDBflTlFlCATICN  ^LkCAm  yinS 

STUDENT  JOURPI^S    C:  411-452 

Basic  Skills  Ci41b 
"    Defined    Ci4ii,  41S-417 

.Responding  to  joiumals    Ci420-424#  430 

Hole  SiMmary  C;414 

Student  Joujtial  Guide  3-431-452 

STUDENT  v^TlMGS 

Employer  ies^nars  Cs4S5-4  74 
Monthly  staff/itudent  Mt laO 
Small  froup  S;lft6-167 


STUDENT  mCOms     S:  41^:^35 

(^^2     system    Si53-Slp  i5-66 
Confidentiality  Si67-ga 
Fomm  deseripiions    S: 69-1 31 
Information  needs  8:45-49 
Information  sourcei  SiSO-Sl 
^porting    ii  132-131 
Staff  roles     Ss 59-62 
Storage  3i5S-^Sa 

see  li.fo  CzsdmnmAl,  Student  Form 

STUOINT  SE^CTION     Si 23-26 

eligibility  criteria    Si 7-10,  23-24 
.^d-year  additions  3:26 
Notification  3*21-26 
Staff  roles  Siil 
Timetable     3: 14 

SWf'OOT  STAFF 

(Ml  position  deicriptions    Mi 56-5 7 
(orientation  to  profram  Mi82-S3 
yualifi cations    Mi 64 
Ht)sponsibilities    Hfl33j  S2il-62, 
269-270 

TASK  FOfiCES  MiiiS-lSf* 
T^SCRIPTS*  Su^  CFffdentlal 
T^SFER  (of  ^tudentl^  3:35-36 

TR^NSPO^ATIQN    Ml  129-131  * 

lAiuranQe    ^illi-116,  132 
Learning  .purpsie^  C:134 
Parint  approval    Mil 31 
ri^ning    Eilfi-17i  H^97,  129-130 
S^lc   forms     Ml  131-135  i  3:78-87 
Student  optioni     Hi  132-135 
Van  driver    Mi 57,  133-134 

se#  aiso  fig"  i mbiir&^mQn^s 
TUrn^     C:25S,  SOS-llQ 

Tutor  S^r/ice  Aqreement    Hi  78*  ^ 
LmiONS 

Concerns     E:39i  Mil44-l4S,  186-18S 
Produotivicy  {mm  y^  liay)     Si  10,  16 J, 

273-27^ 
i^Jicniitting     E;  191-114 

zom  DEaiuiriNas   c  16^-68*1  Sii77,  lao-iii 

ZCm  PROIRSSS  vEETTNCS   ^Cififii  Sil77-179* 
Kone  Pro^reHg  Planning  Sheet  3:178* 

SQfjES  (.^eheoi  yRnr)  ,  4,      Action  tonBS 


rhm  indmx  inclmimm  cur'armncos  to  J  tour  SHCE  haii  Jbooks.'  pj»/>  n'JmLt*rs  are  praamd^d  bij 
^hc  follow  inn  c©d^: 

.   C  *  C  urri  cu  J  urn  a  fns  t  r  uc  t  i  ^  '^ana^Qimnt  ^  «  ly/ti/ii  jijti-^ 

S  «  Smp loy^r/ Column ity  RasoutCBS  £  =  :ftuUvrtn  ^orvicos 
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